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WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 


Chronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 
ALREADY TAILORED TO FIT YOUR NEED! 


SMEAD manufactures ~ | i 
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SMEAD can supply your every 


filing need. “IF YOU NEED IT —~ 
WE CAN FURNISH IT”. = 





Write our Dept. TS and state your 
problem — or see your dealer and 


ce eae } io specify SMEAD products. 





THE Sinead MANUFACTURING C0., INC.- HASTINGS, MINNESOTA } 
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SMITH-CORONA INC SYRACUSE 1 NY Factories also in Toronto, Brussels and 
Johannesburg. Makers of famous Smith-Corona Office Typewriters, Portable Type- 
writers, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons 





items every secretary should see... 


The ALL-NEW 
Smith-Corona 


"Eighty -Eight 


SECRETARIAL 


Recently announced—and: getting enthusiastic 
acceptance everywhere! Secretaries love this 
ALL-NEW Smith-Corona “Eighty-Eight” for 
its brand new, tireless “touch” and effortless 
action. Two added keys, four extra characters 
now — making 88 characters in all. Plus many 
other new features, exclusive features—for in- 
creased speed, greater efficiency and perfect 
writing results. 


This mighty useful 
pocket-size brochure 


, hee: Here is an attractive, easy- 


to-read, 24-page, pocket-size brochure — chock- 
full of practical suggestions, typing tips and 
professional short-cuts. It is of genuine value 
to all typists — experts or beginners. You will 
find it mighty useful, whatever kind of type- 
writer you are now using or will use in the 
future. Order a copy for yourself or enough to 
distribute to the other secretaries in your office 
who will appreciate this useful brochure. Please 


use Coupon. 


SMITH-CORONA INC 
117 Almond Street, Syracuse 1 N Y 


I would like more information on your 
All-New “Eighty-Eight” Office Type- 


writer. 
I would like a copy of “tips to typists” for 
myself 
Send Me..........0. copies of “tips to typists’ 


for distribution to other secretaries. There 
will be no charge. 


Na me _ 


Firm. 
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N our cover—An excellent spring 
QO buy for any style-wise career girl js 
this smartly tailored tweed coat by 
Bardley. It has fashion’s new long, slim 
look, but with enough fullness to make it 
easy to wear over a_ suit. Enormousl 
flattering, its smoothly rounded shoulders 
and quartet of pockets proclaim its top- 


style virtues. The fabric is a wonderful 
imported British wool tweed—a_nubby - 
tweed done in beautiful brown, green, 
and tan backgrounds with colorful flecks, 
Sizes 8 to 16, 7 to 15. About $59.95. At 
Abercrombie & Fitch, New York; Straw- 
bridge & Clothier, Philadelphia: Von 
Lengerke & Antoine, Chicago; Himel- 
hoch’s, Detroit; and J. W. Robinson, Los 
Angeles. 

The smart pigskin purse is by Lesco; 
the upturned-brim sailor hat by Madcaps 


Top O° Th’ Mornin’ to You! 


In New York Crry (home of TS) St. 
Patrick’s Day takes on the air of a major 
holiday. There’s the St. Patrick’s Day 
parade, and everyone is Irish for a day. 

Even the McGraw-Hill Building, where 
TS staffers work, seems part of the cele- 
bration. For the building itself is a de- 
lightful shade of green! And when you 
enter the big lobby on March 17, youre 
greeted by gay Irish airs, played on a 
hidden recording system. The elevator 








operators all wear green uniforms, and L 
Swensen’s nameplate reads O’Swensen tor 
the day. A restaurant nearby gives green 
carnations to its patrons. And, by the end 
of the day, you're convinced that there 
can’t be many Irishmen left in Ireland- 
they're all in New York! 


r * . ' 
“Dream Vacation” Contest On! 


SOME LUCKY SECRETARY (or stenog- 
rapher, bookkeeper, or clerk) who has 
dreamed of a vacation in Paris, London, 
Brussels, and other glamorous Europea 
capitals, will soon see her dream come 
true through a nationwide Secretary $ 
“Dream Vacation” contest. First prize 8 
a two-week TWA Skyliner tour of Europe 
for two and $1,000 in cash! Second prize 
is a Helbros diamond watch, valued # 
$1,000. A total of 517 prizes, valued # 
$10,000, will be awarded to winners. 

A special bonus of $100 will go to the 
boss of the first-prize winner! 

The contest is sponsored by the Mosler 
Safe Company to acquaint office perse® 
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Mosler 
erson: 


"| schedule my own 


work...So can you!" 
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**A secretary’s life.” cried Sue, “Sis often very busy « 
With typing, filing, phones, dictation — here’s one 
A frend said, “Why not ask 
© With Dictaphone 


rIME-MASTER.* For that tp he'll hike your pay.” 


blonde who’s dizzy.” 


your boss to work my boss’s way 


53 a 
Co 7 J 
<< 





** Just press a button—think out loud. That’s all he has 
to do « To dictate any time or place. Less overtime 
You 


never will mistake his words on Dictabelts. the plastic 


for you. « You'll both work faster. easier. bette: 


records that can’t break.” 











Now Suzie’s boss has Ais TIME-MASTER, she’s a hap- 
pier “sec.”’ « Her typing goes much faster and, it’s 
always right, by heck « Relaxed, she transcribes from 
clear Dictabelts as easily as listening to the telephone. 


Her work f-l-o-w-s pleasily. 








a 


™ 


“T schedule my own work; I’ve got more time left 
to help out the boss and learn the business and ad- 
PIME-MASTER on your 


boss’s desk will make wour job as pleasant. « So mail 


vance,” you hear Sue shout. « 


the coupon for the facts plus this free, handy present. 











is Dictaphone TIME-MASTER dictating machine. 


Phe complete name 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





DICTAPHONE 


TIME-MASTER DICTATING MACHINE 
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DICTAPHONE. TIME-MA 


eeenereeeeeeeeneeneteeneteneeeneeeneneneee#ee#ee#e#ee#e### 
. 

* DICTAPHONE CORPORATION, Dept. TS-35, 

¢ 420 Lexington Ave., New York 17, N. Y. 

; Please send me all the facts about how my boss and 
* I can work easier and better with Dictaphone TIME. 
: MASTER, 

* And don’t forget to send, FREE, my copy of Letter 
- Perfect—the 84-page secretary’s handbook. (Regular 
- price: 50¢) 

6 ea de cécistatcesdbiceakounie kanes 
© Wate FOw WN es ccc cccecvcssscsecscanccovcnseccous 
«SWOOP AMMOES. ocr ccccccvccccccccccccccccccceccese 
: City B BORG. cccccccccocessecses BS ce cdaceveteceds 
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TER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 

















nel, and management, with the dangers 
of storing records in obsolete safes. 

Entry blanks and tull details are avail. ] 
| able at Mosler Safe dealers. To find your 
Mosler dealer, look under Safes in th 


yellow pages of your phone book. 
WALLET 143 PICTURES Entries must be postmarked no late 
than April 22. Entrants are asked te 
. : complete this statement in 25 words. , ir 3 
of your Graduation portrait i less: “It would be dangerous for my $e 


to trust an old safe because .. . . 


FROM THE ORIGINATOR OF WALLET PHOTOS \ 


Parcheesi P. 5S 






















That's right . . . TWENTY-FIVE wallet size copies 
of your graduation picture, ideal for giving 
friends, relatives and classmates or for college 
applications. Made on finest silk-finish double- 
weight paper for permanence and beauty. 


WHEN WE RECEIVED this month’s Per. 
sonality article, “Anyone for Parcheesi” 
(on page 16), we decided a Parchees 
board was a “natural” for the illustration 
Besides, the entire TS staff assured us that 
the \ had Parcheesi games tucked away 
| in their attics. 


And . . . when you order only 25 wallet photos 
from LARGA-PIC you automatically become a 
member of the Charlie Applewhite Fan Club. You 
will receive an official membership card and an 
autographed FULL COLOR PHOTO of Charlie 
himself. 


Send ONE DOLLAR with your finished graduation 
picture or glossy print of any size. Your original 
will be returned unharmed with order in a very 
few days. Minimum order: 25 pictures from one 
pose. Satisfaction guaranteed or your money back. 





Came the next day, the staff arrived 
empty-handed. Nobody had been able t 

locate a Parcheesi board. Our favorit 
| Gal Monday-through-Friday rushed to a 
|} nearby toy shop and purchased one for 






























Seore eas] @ see Geneeaen S only $1.25. In this day of inflated prices 
* LARGA- PIC, BOX Z. 14, Brookline 46,Mass. we were pleased to find our vene nie old 
s ponptee aed = in Charlie = menace s —_ — favorite at its venerable old price. After 
+ Wallet lation {alll din senuies o anaharane curd buying a Scrabble set, we had to diet 
g and FULL COLOR PHOTO of Charlie Applewhite. 
Mailing Jobs Made Easy 
aes ACTUAL SIZE B ™" — 
a md 4 OF PICTURE Maitinc joss, like most others, ar 
© cit z Stet . 22 x 32 easic st il you “let George do it.” And 
rare cea sein soesesnsesiaaeaal rams aire ae ronan, | this month’s Handbook story tells you 
| how to get “George” to take over whe 
| youre swamped with a big mailing. h 
this case, “George” is your local letter 
shop For the inside story of what letter 
shops can do for you, see page 23. 
1954 CPS Examination 
DURING THE MONTH OF Marcu, 222 7 
| candidates who passed the Certified Pro- \ 
| fessional Secretaries Examination in 1954 . 
are being awarded their CPS certificates 
Adding these to the 360 persons alread) 





certified, the total number of Certified 
Professional Secretaries is now 582. 

At a recent meeting of the Institute for 
Certifying Professional Secretaries, Dr | 
Ruth I. Anderson, North Texas State Col 


RITE-LINE COPYHOLDER | lege, Denton, Texas, was elected dean 


: the Institute. Dr. Frances Merrill, Drake 
D _ Promotes Accuracy - Increases Production University, Des Moines, lowa, was elected 
ute Treat! associate dean. 
| PRICE INCLUDING The 1955 CPS Examination will b 
Perhaps you can't help ri mis- | NEW TELescopic $1775 given on May 6 and 7. The fee for taking 2 
takes in shorthand, typing, carbon is e $5 


, ( not 
copies. But you can depend on Weldon EYEGUIDE PLU ae cuaination = hoe hor proceeeeas 
Roberts Erasers to “Correct Mistakes S Tax returnable) and $5 for each of the s® 


In Any Language” sections of the test, making a total of $35 
Weldon Roberts have been eraser 


specialists for 50 years—your assur- TELESCOPIC EYEGUIDE The examination will be administered a 


— 











ance of the finest quality and styles | Accommodates all widths of copy from a machine test centers throughout the United States 
SCouigued for your work. tape to 20 inches. For complete information, write to the 
Ask your office manager or your stationer. —EEE c Committee on Qualifications, CPS Ex 
WELDON ROBERTS RUBBER CO. —— minations, 25 E 2 Street, Kansas 
365 Sixth Avenue, Newark 7, N. J. n — ato a Easb 12 Street, 
World's Foremost Eraser Specialists : as City 6, Missouri. 


stich ERASER e@ Convenient, cylindrica! So 
stick eraser in attractive, transparent plas 1 T 
tic holder. Tip unscrews so eraser stick can EVEGUIDE CONTRACTED Request Number € 


be moved outward. Red rubber for pe ncil 








erasing, gray rubber for ink. Pocket clip thal we — 
eyelets. ‘filustrated) et is. — poeeneny een a —} JupcING BY THE NUMBER of request 
a ae Se eee we have had for an article on secretaries ne 
EYEGUIDE EXTENDED in Education, quite a few of our readers 


| are interested in this field. Our readers 
FREE TRIAL OFFER Write, asking us to send you a | interest is well warranted. Secretaries ® 
RITE-LINE Copyholder with the understanding you moy " " , ti 
return it without charge within ten doys. | Education enjoy excellent opportunitie 


: . d thei 
RITE-LINE CORP. 4209—29th Street, N.W. in a constantly growing field. An 


Washington 16, D. C. work is fun, as you'll see from page 
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"| makes your letters "h loom”! 
ail. mM ¥y 
our 
the 
m it’s the new 
> OF 
i —~ CARBON RIBBON Royal standard! 
Per- ° 
<P Have you ever seen a typewritten letter that looks better than 
ees printing? . . . one in which the individual characters seem to stand 
Pee up black and sharp . . . have what the type experts call ‘“‘bloom’’? 
wal If you have, you are very lucky, because you have seen a letter 
tol typed on the marvelous new Carbon-Ribbon Royal Standard, an 
le t office typewriter so versatile that we believe it is going to be the 
pe accepted machine from now on. 
pe To know actually what this new machine will do, you must have 
<a it brought to your office and put through its paces. Call the Royal 
After Representative and ask him to show it to you. 
diet af 
, afe 
And 
you 
when ] 
g. hh ; 
letter 
letter ; 
, & 
| Pro- ; 
1954 \ 
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Jected % . } 
ill be : | / ® , 
taking it Saige " wie bay 
g (not a RE ce nee oul GO Kia age cilia : (me 2 | a ee 
he 4 
rf $35 For executive typing, you get clear, beautiful For duplicating letters, you get work that is so out- 
— r work in any one of the wide variety of type faces standing it is often taken for original typewritten 
+. available. The work is so good, so clean, so authori- work. The Carbon-Ribbon Royal can also be used 
S Ex tative that we want you to see it as it’s done. to fill in letters and make them look personal. 
Kansas 
Representative about the 
au ® he doubl 
eure | . OYA the double -duty 
aie | 8€W Carbon ribbon ROYA standard | oyice typewriter 
eader 
ries if 
ities 
1 thet world’s largest manufacturer of typewriters—standard + electric « portable « Roytype® business supplies 
se 18 ae 
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Evans 


WALL-RACK 


“Jakes Papers 
Off Your Desk 


@ If your desk surface is crowded and 
cluttered, you'll welcome the Evans 
W ALL-RACK—and so> will your 


othice associates. 


@ This clever rack hangs on an other- 
wise unused wall—thriftily putting 
waste space to work. And is it con- 
venient! Holds supplies, or reference 
books and catalogs, etc.—all within 
easy reach. Identification labels can 
be put on bow S. 


@ Truly wonderful in the Mailing 
Room, making sorting and distribu- 
tion of outgoing, incoming or inter- 
otfice Communications much faster. 


@ All aluminum, Evans WALL-RACK 
fastens securely to the wall. Light 
weight, yet durable, holds over 40 
lbs. Comes complete with double 
hanging frame and drive nails. 


6-Section size........ $11.00 
12-Section size........ 18.50 


Also 4” width—6 or 12 sections— 
at above prices 


Made by Makers of Famous 
Evans GATHERING RACKS 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
415 N. Munford Street 
Richmond 20, Va. 

















THE CASE OF 


THE BRIGHT 
YESTERDAYS 


_ CANNON had worked for 
Ps a manufacturing firm as a 
junior stenographer, then senior 
stenographer, and later junior sec- 
retary. She was an eager, enthusias- 
tic girl who had worked hard. and 
her efforts had been recognized by 
management, 

Then, her big break came! She 
was assigned to work for Mr. Buck- 
nell, one of the executives in Public 
Relations. When she was asked if 
she would like the job, it was one of 
the happiest moments of her work- 
ing life. “Private Secretary at last,” 
she thought. Although she had been 
working only three years, she had 
been thinking during most of her 
school days and her short working 
life, “I can’t wait until I am a pri- 
vate secretary!” To her the word 
private seemed magic. It meant 
working exclusively for one person. 
It meant being so important to that 
person that he could not get through 
the working day without her assist- 
ance. It also, to her way of thinking, 
carried a certain prestige that work- 
ing for several men could never 
give. 


ALICE HAD WORKED very satisfac- 
torily for Mr. Bucknell for about a 
year when she received a shock! He 
was leaving the company and going 
into business for himself. Her first 
thought was, “He'll take me with 
him—I’m indispensable.” But how 
wrong she was. Despite the fact 
that Mr. Bucknell told her he would 
miss her and that he appreciated 
the work she had done for him, 
there was no mention made of. his 
taking her with him. When this was 
evident, Alice’s next thought was, 
“T'll be a big help to the person who 
gets his job—wonder who it will be.” 

Much to Alice’s displeasure, how- 
ever, Mr. Bucknell was not re- 
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placed. His work was distributed 
among three men of the existing 
staff and Alice was assigned to work 
for all three. She didn’t like this at 
all, for to her it meant that she was 
not going to be a private secretary 
any longer. Indeed, she considered 
it a demotion, even though her 
salary remained the same. She felt 
that she had lost the prestige she 
had acquired as a private secretary. 


ALICE NOT ONLY DISLIKED her new 
status, she made it very evident to 
everyone. Finally, the girls were 
dodging her because they were 
tired of hearing about her sad 
plight. Several secretaries in other 
departments had been faced with 
similar situations, and they had 
taken the change in their stride. 
Most of the girls thought Alice was 
being (among many other things 
a poor sport. She went around all 
day with such a long face that her 
friends were saying to her, “Snap 
out of it, Alice, the world isn’t com- 
ing to an end.” 

But Alice was not the only un- 
happy person, The men for whom 
she worked were becoming annoyed 
at her everlastingly saying, “Well, 
when Mr. Bucknell was here, he 
would have done it this way.” Or, 
“Things were different when Mr. 
Bucknell was here.” She gave the 
impression by word and act that 
nothing done today was anywhere 
near as good as it had been when 
Mr. Bucknell did it, After several 
weeks of this, Mr. King said to her 
one day, “You know, Miss Cannon, 
I think it’s about time you and I 
had a little talk.” 


(Before turning to page 48, can you 
anticipate what Mr. King’s “little talk 
included? What advice would you have 
given Alice? Do you feel that her change 
status was actually a demotion?) 
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‘Afternoon Blur’’—otherwise known as 
Eye Fatigue— is familiar to everyone whose job 


involves long sessions of typing and paper handling. 
Few offices are without this “optic ogre’’ that reduces efficiency 


and accuracy... runs haywire with office costs. 


PANAMA-BEAVER solves this problem... 
keeps production in full swing from 9 to 5 
with a complete line of products engineered 
for better vision! 

Take the new EYE-SAVER Uni-Master for 
spirit duplicating. Fuller-bodied, uniformly 
coated, it now comes in a soft, glare-free 
tint that relaxes the eyes, relieves harsh 
contrast, permits faster work, 





AMA-BEA VER 


PANAMA bond” atte 
Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., ry 
19 Rector Street, New York 6, N. Y. 





And you'll find the same scientific * Vision 
Engineering” in all PANAMA-BEAVER 
products, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons 
that harmonize with all papers and letter- 
heads. 

MAIL COUPON BELOW TODAY and dis- 
cover what PANAMA-BEAVER “Vision 
Engineering’ can do in your office! 





eS se ee ee ee ee eee eee oe ee og 

| a 

j MANIFOLD SUPPLIES CO. I 

, 19 Rector Street, New York 6, N. Y. { 

j Gentlemen: 

] Please have the Panama-Beaver representative show me ' 
how ‘Vision Engineering’’ can increase production and 

j cut costs, i 

i Name i 

| Company Name 

1 Company Address... . 

" City . ‘ Zone State 1 ; 

Sy 
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That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today’s modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 
expose rubber point 
about 3/16”. 
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"TESSIE: Shure an’ it’s a foine 
Q) inne, March is, what wi Saint 

Patrick’s Davy stuck roight in th’ 
middle. And here it’s acomin’ in loike a 
lion—or a lamb—an'll be agoin’ out loike 
th’ ither. But niver dull—always int’restin’ 
as Wan o our very own experts—or a 
quistschun from wan o’° our readers! A 
quistchun such as th’ wan a colleen has 
tor Mrs. Strony. 

She writes: “I've heard and read that 
sweaters are not considered suitable for 
wear in the office. Yet I've seen very 
neat sweater sets advertised for business 
women, and I've seen business women 
wearing sweater sets that look well on 
them. What is your opinion on sweaters? 

“I'd also like to know if all suits must 
have a tailored look to be worn in the 
office and it taille dresses are good tor 
office wear. 

“What clothing do vou consider neces- 
sary in a business woman's wardrobe?” 

Strony (secretarial practice): Yes, you 
have seen some neat sweater sets adver- 
tised tor business girls and some of them 
are suitable for the office. It isn’t so much 
a question of whether they are “neat.” 
Instead, do they resemble a blouse or, in 
the case of a cardigan worn over a slip- 
over, does the cardigan’s fit resemble the 
fit of a suit jacket? The main objection 
to sweaters’ being worn in the office is 
that they are often either too loose and 
baggy (similar to the old “sloppy Joes” ) 
or too form-fitting. Sweaters have come 
to be more or less taboo for the simple 
reason that good judgment is not used 
in their selection. 

The same is also true of blouses. The 
sheer blouse that shows the lingerie is 
not considered in good taste for office 
wear. That is why a number of the sheer 
blouses today are being lined or are suf- 
ficiently covered with tucks or pleats so 
that the lingerie will not show. 





No, all suits need not be tailored, in 
the sense I believe you mean. But a suit 
should not be so dressy that we would 
describe it as a “dinner suit.” If you are 
in doubt about the suitability of a particu- 
lar item in your wardrobe, it is usually 
not acceptable. Therefore, if you are in 
doubt, don’t wear it. 

The minimum clothing needed for the 
average business woman for any one sea- 
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son would be a suit, two or three blouses. 
a skirt with a contrasting jacket, a basic 
dress that can take changes in acces- 
sorics, two pairs of shoes (with heels, 
but not necessarily high), a purse, at 
least one hat that might be changed with 
a pin or feather, two pairs of gloves, a 
coat or topper, and, of course, enough 
lingerie. You do not need a big wardrobe, 
but it should be of good quality. 








SS. A 
~~ CX 
mg b 

@ Tessie: Doctor Rosenberg, this query 
relates to joint ownership of stocks. Is it 
possible for two people to own a stock? 
lf so, in the event of the death of one 
owner, may the survivor assume full legal 
ownership, without any legal entangle- 
ments? What is the correct wording that 
must be printed on the stock certificate 
in order to permit the survivor to assume 
ownership? 

ROSENBERG (business law): Yes, two 
people may own the same stock. I have 
several stock certificates recorded as fol- 
lows: 

“R. Robert Rosenberg and 
Frederick Herbert Rosen- 
berg as joint tenants with 
right of survivorship and 
not as tenants in Common.” 

In the event of my death, my son will 
become the full owner. The only legality 
that he will have to comply with will 
be the inheritance tax on one-half of 
the valuation of the stock so recorded. 
There is no way to avoid paying that. 


@ Tessie: Mr. Zoubek, this young lady 
wants you to help her friend. She says: 
“I have a friend who writes backhand. 
She is now taking a shorthand course and 
she finds that she writes shorthand with 
a backward slant unless she draws the 
outlines. Her shorthand outlines look very 
odd when she writes with any speed. 
How can she change her slant of writ 
ing?” 

Zovusek (shorthand): Frankly, I should 
not advise the girl to try to change the 
slant of her shorthand. I know any nul 
ber of students who write backhand whee 
they write longhand. They also write 
backhanded shorthand. While it looks 
strange to those of us who write in nor 
mal fashion, backhanded writers become 
familiar with their writing peculiarities 
and have no trouble in reading their notes 
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Questions on 


Business English 
Secretarial Practice 
Business Law 


Bookkeeping 
Experts Typewriting 

Business Arithmetic 

Shorthand 





ps, mens 


I even know of some “mirror” writers. 
While it is impossible for a normal writ- 
er to read such notes without placing 
them before a mirror, the writers them- 
selves can transcribe their own notes easi- 
lv—and without mirrors! 


@ Tessie: Miss Hutchinson, one of our 
readers poses an interesting problem. She 
says: “I am reading a book on etiquette 
in business. Included in the book is a 
letter form that I thought was considered 
strictly outdated. The last paragraph end- 
ed like this: 

““With deep appreciation of your offer, 
[ remain, 

“ “Cordially yours,’ 

“I have always been taught that the 
closing, I remain, is in very poor form 
as well as out of date. So, I was really 
surprised to find it in this book, which is 
fairly new in the business field. I have 
been trying tor quite some time to change 


nv bosses to a 


more modern compli- 
ientary closing, but they still persist in 
ising | remain.” 

business English): While 
that the modern trend in letter 
writing is to end letters with complet 


sentence 5. 


HUTCHINSON 
it is true 


dictators 
to use the type of closing you 
mention to lead into the 
ientary closing. 


many conservative 


ontinus 
real compli- 
It is one ot which 
opinion, and our 
suggestion would be to tollow the dic- 


those details on 
there is difference of 


tator’s preterence He doubtless feels that 
makes the letter 


the closing sound less 


ibrupt. 





¢ Tesste: Doctor Lloyd, this young 
nan needs advice from you. He writes, 
‘For some time, I have been plagued by 
italadjustment in my typing skill. 

“I know the keyboard well; but, when 
l type, I cannot keep my mind on the 
subject matter that I am typing. Conse- 
quently, I make eight to ten errors a 
page, which is not satisfactory. 

“What sort of remedial work can I do 
0 improve my. skill and 
efrors? 

Luoyp (typewriting): You put your fin- 
Ser on one of the principal causes of er- 
fs in typewriting—letting your mind 
wander. I do not know of any drill that 
“ make you (Continued on page 48) 


decrease my 











ow!...A Sure Way To Increase. 
Your Shorthand Speed In A Few 
Half-Evenings at Home! 


The best pay 


. . the most interesting jobs . 


. . go to secretaries who can 


take down a boss’ 100-to-120 w.a.m. “spurts” of dictation as well as 
his average speed. Keep up with your boss when he’s dictating his fast- 
est and you'll be sure to get ahead! 


A Product of the 


R.C.A.-VICTOR 


CUSTOM RECORD 
DIVISION 


e Dictation Discs are made 
of unbreakable pure vinylite 
and are 12 inches in size 


e Each long play Dictation 
Disc contains 45 minutes of 
dictation. 


e Unsurpassed clarity of 
tone, each word distinctly 
spoken. 


e Fully guaranteed against 
flaws and defects. 


e Have been used by many 
leading schools and com- 
panies Columbia Uni- 
versity, American Institute 
of Business, General Elec- 
tric, to mention three 
which have incorporated 
Dictation Discs into their 
shorthand training pro- 
grams. 








If you do all right in taking down your boss’ average 
rate of dictation. . 
with one of his rapid-fire “bursts of speed”. . 
chances are you’re not getting the money or satisfac 


. but fall behind when he lets go 
. then 


tion out of your job that you’re capable of. 
But take heart today it’s completely 
unnecessary for a stenographer to take 
shorthand at a slow speed for long. 
That’s because a way has been developed 
to help you increase your dictation speed 
without having to take time away from 
your job... without having to ask: some 
body to dictate to you for practice. Known 
as Dictation Discs, this method enables 
you to increase your dictation speed right 
in your own home, by your own phono 
graph, for as long or short a time per ses 
sion as you may wish to spend. 


INCREASE SPEED TO 120 W.A.M. 


The idea behind Dictation Discs is to bring 
your speed up to 120 w.a.m. and higher in 
the shortest possible time. Dictation Discs 
are custom phonograph records manufac 
tured by R.C.A. Victor. You can use them 
with any method of shorthand . . . written 
or machine. They will help you develop 
poise, rhythm, and accuracy, as well as 
speed. Using them, you'll be practicing 
penmanship, then speed, then back to pen 
manship, then back to speed. They’re fun 
to use, and you make progress during every 
hour that you spend with them. 


Lots of people who are “adequate” secre- 
taries use Dictation Discs to improve their 
stenographic speed beyond the ordinary re- 
quirements; this gives them an extra “re- 
serve” of speed that makes them feel more 
secure about their work, and keeps them 


from getting overtired on the job. Other girls with no experience at all are 
using Dictation Discs to teach themselves shorthand from scratch. 


But the best thing about Dictation Discs is the EXTRA MONEY they enable 


you to make. If you order Dictation Discs. . 


and use them faithfully 


. there’s a good chance you'll be able to pay for them in no time with 


raise money! So don’t waste any time . 
filling out and mailing the coupon below! 


. . Order your records today by 


SEND FOR FREE 


DISC CO. 


509 Sth Ave. 
Dept. 105 
New York 17, N. Y. 








%. 


45 RPM Records Now Available! 


DICTATION DISC CO. 
509 Sth Ave., Dept. 105, New York 17, N. Y. 


45 rpm 78 rpm 

DESCRIPTIVE 63.99 ench $2.50 each 

() No. 1 60 & 70 wam [ 
LITERATURE io eo a 0 

_} No. 3 80 & 90 wam J 

[) No. 490 & 100 wam t) 

L) No. 5 100 & 110 wam r 
DICTATION [) No. 6 100 & 110 wam f 

_}] No. 7110 & 120 wam [ 


t) No. 8 120 & 130 wam 
] 


USE COUPON TODAY 





’ ALL SPEEDS! 


33'/3 rpm LP 
$5.00 each 
No. 1 60 to 90 wam 
No. 2 70 to 100 wam 
No. 3 90 to 120 wam 
No. 4 100 to 130 wam 


{| Complete set $18.00 


Entire series $33.00 


|| Complete set of 12” Standard 78 rpm records $18.00 
Complete set of 45 rpm EXTENDED PLAY records $12.50 


NAME 
ADDRESS 
city 


a 
J 
Zz 
° 
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Enclose check or M.O. (add 35c for postage) 
SPEED GUARANTEED OR YOUR MONEY BACK 





——— 
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Photographed at Shelton Hotel Pool & Health Club, N. Y., Bathing Suit by Carolyn Schnurer 
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alive after five... thanks to her Remington Electric typewriter. 


» 
Lad 
And no wonder—electricity d 
rk—helps today’s smart 
en of letters turn out such 
truly beautiful work in 


ith s 
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BY HELEN WATERMAN 





March, 1955 TODAY'S 





Secretary to a Top Prankster 
| 


But there are no pranks in Lee Ray’s office; 


off the set, Art Linkletter is a genial but businesslike boss 


Pg! LINKLETTER was acting out a sponsor's commercial on his program, 
_ “House Party.” “Can you take shorthand?” he asked the young actress cast 
as his secretary. When she answered affirmatively, he showed surprise. “How,” he 
asked his audience of some five million housewives, “did I happen to get a sec- 
retary who can take shorthand?” 

His real secretary, Lee Ray, knew those lines were part of the act, printed on the 
“idiot sheet,” just out of camera range, for him to read. Actually, Lee is quite 
expert at shorthand. She taught herself typing and, after college, went back to 
night school to pick up the shorthand she had thought she didn't need to learn. 
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Each morning Lee accompanies Art to the studio for the “House Party” 
program. But it’s no party for Lee. Even while Art is being made up 
for the TV cameras, he manages to squeeze in some dictation. Later, Lee 


will be busy typing script cards that Art will use during the program. 








Sheilah Graham, syndicated gossip columnist, goes 


over with Lee some of the questions sent by the 
audience asking about their favorite movie stars. 
Selected questions will be used by Art a few min- 











utes later in television interview with Sheilah. 
* 
Lee climbs the stairs to her office every morning at par 
nine, and Art comes bounding up about fifteen min- will 
Lee estimates her average dictation at 100 wam, utes later. In half an hour he will cover a full days 4 the 
with frequent ‘spurts up to 150. But, since her boss dictation. can 
(whom most of his associates call Link, but others, No time is wasted in such remarks as, “Take a letter J of | 
including Lee, call Art) started out to be a drama to So-and-So.” Lee found it disconcerting at first to \ 
professor, his letters are so grammatical and to the have Art start right out, “Dear Carl,” and leave it to 9 day 
point that they are easy to take. her to find out where the letter should go. Now that 9 sch 
she has caught on to “who’s who,” such short cuts no 9 The 
DESPITE THE CONSTANT PRESSURE of TV and radio time longer bother her. time 
schedules, there’s a relaxed informality about Lee’s Transcription must wait till afternoon, for Lee goes § desi 
job that helps create calm efficiency. The whole “feel” with Art and other members of the House Party show ] Stu 
is one of youth and fun at John Guedel Productions, to CBS to prepare for the five-mornings-a-week broad- \ 
which rroduces the Linkletter shows, Groucho Marx cast. Tentative scripts, of course, are written and §j Hol 
program, and several other favorites. All but one of the mimeographed in advance. In spite of the ad-lib chat- § also 
men working with Link are younger than he is, which acter of all the Linkletter shows, where the audience § 2 cc 
means the men are in their thirties; and most of the participation dialogue is spontaneous, much advance § Iitie 
girls are in their twenties. thought and paper work must go into planning s& § Jeffr 
The company’s brand-new two-story building, half- quence and timing, securing guest stars, setting UP N 
way out toward the ocean from Hollywood, is styled contests and prizes, and investigating people whos § ath; 


for busy, active folk, and has an employee parking 
area just outside the back door. 


human-interest stories rate a coast-to-coast interview: 
Art meets many of his guests before the microphone 
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Art 


Before air time. Lee chats with Charlton Heston 
(her nominee as Clark Gable’s successor). Lee 
seems more interested in Charlton. whom she de- 
scribes as a “thoroughly pice guy.” than in the 
gold shield he used in “The Secret of the Incas.” 


cold” (for the first time ) and must rely on hints pre- 
pared by his continuity writer to know what questions 
will best develop the drama or humor. Lee condenses 
the continuity writer’s ideas onto little cards that Art 
can palm and refer to inconspicuously. (This is one 
of her principal prebroadcast duties. 

No two mornings are exactly alike, however, One 
day Lee may be frantically trying to help locate a 
scheduled interviewee as broadcast time approaches. 
The next day may be more relaxed, and she may find 
time to discuss styles with Edith Head, the Paris dress 
lesigner and Academy Award winner from Paramount 
Studios, who appears frequently on the program. 

Another popular advisor is Perc Westmore, the 
Hollywood make-up expert, whose advice Lee might 


so get free if she needed it. And. of course, she meets 


'2continuing chain of movie stars and national celeb- 


ities—pecple like John Wayne, Louis Calhern, Herb 

lelfries, world’s champion athlete, Bob Matthias. 
Normally Lee does not appear before the cameras, 
though she has filled in—the pretty girl waving from 


( thats to be given away, for instance. 
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Linkletter dictates with many fast spurts; 


Art's show. 





BACK AT THE OFFICE, when the show is over, her after- 
noon flies by. There’s the morning dictation to tran- 
scribe and other letters for Lee to answer on her own. 
Script cards for the next day must be typed up in so 
far as possible, although there will always be addi- 
tions and changes to be made right on the set 

Despite the receptionist’s screening, Lee will have 
her share of phone calls and visitors to cope with, too. 
These will be people with legitimate errands, probably 
concerned with the many business enterprises in which 
Art Linkletter is engaged. 

Art takes calls only from people he knows, Calls 
concerning the shows—doting mothers, tourists wanting 
tickets, or irate losers who enter contests without read- 
ing the rules—go to the production department. But 
Lee still has the duty of deciding how to handle the 
inventor seeking a backer, the “friend-of-a-friend,” and 
such folk. 

Although Art travels a good bit, Lee isn’t bothered by 


timetables and hotel accommo- (Continued on page 50 


15 


but. because his letters 
are grammatically perfect and to the point, Lee finds them easy to take 

and easy to transcribe. even though her first chance to work on het 
notes won't be until several hours later. after 








——— 

















anyone for 


BY JOHN P. WHITCOMB 


IM extracted his last thin coin from his trousers 
J pocket and shut the phone-booth door tightly so 
the fellows at the soda counter couldn't hear. 

“Hello, Karen. This is Jim.” He didn’t waste much 
time with preliminaries because he had no more 
change to put in when the three minutes were up. 

“Some of the gang are going skating up at the 
pond tonight. Would you like to go?” 

“Oh, Jim, you know I don’t skate well. And, any- 
way, it’s so cold up there.” 

“Well, I could help you learn,” Jim offered. Then, 
as a doubt crossed his mind, “Or don’t you want to 
go with me?” 

“Oh, no, Jim. It isn’t that. But couldn’t we go danc- 
ing or to a movie, instead?” 

“No—well, you see, I’m sort of broke now.” 

“Oh.” 

There was a painful silence. As Jim watched the 
red second hand on the drugstore clock race toward 
the third minute, he heard Karen’s voice again, this 
time rather timidly. 

“Do you play parcheesi?” 

Since Jim thought parcheesi would probably be as 
much fun as a final exam and since his three minutes 
were up, the whole thing ended right there. Karen 
really liked Jim. Should she have made the effort to 
learn to skate? Jim would have liked to date Karen. 
Should he have tried to learn parcheesi? 

How fail to make a real effort to 
get out and enjoy all types of activities? Have you 
ever noticed that people who are popular and have 


often do we 


many friends also have many interests? 

Havent you heard someone say, “I wish I could 
dance well (or ice skate, or swim, or do practically 
anything else that doesn’t take extraordinary skill)? 
Perhaps you have also heard the often-given excuse, 
“I just don't have the talent for that sort of thing.” 
Other people will tell you they don’t have the right 
clothes, the right equipment, or maybe the stars 








arent in the right position. Most people who say 
these things lack only one essential—the interest and 
desire. If you really must do something—or want to 
do it badly enough—you can generally succeed. 
This is not to say that you have to be an expert 
at chess, simply mad about mountain climbing, and 
a practitioner of yoga; but the wider your interests 
are, the more interesting you will be. Don’t be a 
defeatist. If others can do it, why can’t you? The 
girl who was asked by her prospective employer if 
she could type and who answered, “I don’t know, I 
never tried,” showed a willing spirit, anyhow. 


THE KIND OF INTERESTS YOU HAVE should be one of 
the determining factors in the sort of work you do. 
Most employers have spaces on employment appli- 
cation forms for you to indicate your outside interests 
—the things that you like to do when youre not 
at work. 

Interests are so important vocationally that a whole 
field of psychological aptitude testing has been de- 
veloped. Aptitude tests are widely used today in the 
business world for counseling, selection, and _place- 
Devices called interest scales are 
used. They are based on the principle that an em- 


ment of workers. 


ployee has a greater chance for success and happiness 
in a job if his interests are similar to those of persons 
already successful and well adjusted to the profession 
or occupation. 

Unfortunately, it is not possible for all of us to 
select the kind of job we want. Everybody can’t be 
a boss. However, you can select to some degree the 
kind of company you work for. Other things being 
equal, you will be happier if the type of business is 
interesting to you than if it is not. 

But, regardless of whether your job is fascinating 
or not, you can make it enjoyable by acquiring good 
friends among the other employees. And the more 
outside interests you have, the better your chance 
is of making more friends and of being a happy and 
pleasant person, both at home and at work. 

Of course, some people probably will deny that 


they have any activities or interests aside from job 
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or maybe vou 'd want to try Cole Porter or Picassom— 


they all can put a plus in your personality 


or school, One university professor used to have the 
answer for this. He would say, “Pinch yourself. You 
may be dead.” 

Even people who complain they are too busy still 
engage in some form of leisure-time activity. These 
recreational activities may make a real contribution 
toward building an effective personality or they 
may not, depending on the type of activity engaged 
in. All your leisure-time pursuits may be divided 
into four areas of concentration: escape activities, 
appreciative activities, creative activities, and service 
activities. 

Escape activities may be such things as “who- 
dunits,” sports, comics, soap operas, or various forms 
of sensationalism. These kinds of activities appeal 
to the eyes and ears, but not to the intellect. In mild 
doses, they can be quite harmless, even beneficial 
as a release and escape from worldly tensions. If, 
however, you are interested in preventing yourself 
from becoming bogged down in experiences that 
stimulate the baser emotional feelings to the neglect 
of other responses, you will want to indulge in less 
of these. 

A widening and broadening of your intellectual 
horizon necessarily must include more activities that 
deal with appreciation—appreciation of literature, 
music, and art, and a more than nodding acquaintance 
with scientific developments and world affairs. If 
you think you will find this tough going, here are 
some suggestions for you: 

1. Remember that everyone is not obliged to enjoy 
the same thing in the same way. Explore the things 
you like best at first. 

2. Approach a work of art or music by reading a 
brief biography ot the painter or composer. Any 
form of art becomes more meaningful when you know 
something of the life and strivings of the artist. 

3. Don't feel that everything any great man ever 
did must appeal to you. A number of great artists, 
writers, and composers dislike many of their own 
works. 

4. Don't be afraid to like something just because 
it comes under the heading of “culture.” Many peo- 








ple enjoy good music without knowing that it comes 
from an opera or a “classic.” Still, they go around 
saying they don’t want any of “that highbrow stuff.” 

5. Don’t think that every work of art has to have 
some deep philosophical meaning. If you find beauty 
and enjoyment in it, you have gained, 

6. Don’t feel that you have to like an activity be- 
fore you can start it. Select an activity because you 
feel it will be worth while. Give it a fair trial. 
If possible, get a friend to come in on it with you. 

7. Be persistent. Remember, Rome wasn’t built 
in a day! 


CONTRARY TO GENERAL OPINION, creative activities 
provide opportunities for everyone. This doesn’t mean 
you should be able to sit down now and compose 
a concerto for the index finger. Painting, ceramics, 
woodworking, metalworking, jewelry making, cook- 
ing, sewing, designing, knitting, and many more ac- 
tivities come, of course, under the creative category. 
Even fixing a jalopy or making strawberry jam can 
be a creative activity. You don’t have to win the 
Nobel Prize for Literature or even a blue ribbon 
at the state fair. If the activity challenges you, if 
you are the one who determines or fashions the end 
product, and if it gives you personal satisfaction, 
then it’s a good creative experience. 

Probably the type of activity that will give you 
the greatest reward in personal satisfaction is some 
kind of service activity—something that you do to 
help others. It might be some work for your club 
or school, a charitable or welfare organization, or 
civic work in your own community. If you can find 
time in your busy day to help others in some way— 
even just a small way—you will be doing a great 
deal for someone else and for yourself, also. 

How much time and effort do you devote to each 
of these four kinds of activities? Analyze your present 
interests objectively, and note what is lacking in 
your complete development. Then select and begin 
those activities that will help you most. See how 
many new and different things you can become in- 
terested in. 


(Continued on page 51) 

















EMEMBER THE SECRETARY in the school you 
| attended? Chances are she was a Jill-of-all-trades, 
filling in where needed as assistant nurse, chauffeur, 
psychologist, and substitute-principal. 

Ordinarily, the school secretary's authority is on 
a level with that of regular teachers. When the prin- 
cipal is away from his office, it is up to her to settle 
fights, to fill in as a disciplinarian, and to tell young- 
sters “sent to the principal” what to do next—and they'd 
better do it! 

Frequently a student-monitor acts as the secretary's 
assistant, handling her desk and telephone, perhaps, 
while the secretary spends a period or two as cashier 
in the cateteria. Correspondence, requisitions, lost pens 
and sweaters, attendance reports, telephone messages, 
and conferences fill what's left of a normal day. 

How much the secretary helps the teachers with 
mimeographing and with records of grades depends 
on the individual school. A large grammar school may 
employ two full-time secretaries, while a small school 
may have only one, part-time. A school system may 
even have a “traveling secretary” who divides her week 
among a number of schools. 

Of course, a secretary to a school administrator has 
about the same job as any other steno-with-a-boss. 
Usually a high school principal will choose someone 
fairly mature, although when Ann Homola “went into” 
Education she was not much older (and considerably 
shorter) than some of the students she dealt with. 


WHILE ANN WAS STILL GOING TO SCHOOL, in Michigan, 
she had been so much impressed by the important- 
looking papers the superintendent's secretary carried 
about that she decided to be a school secretary. As it 
turned out, she got her first job in ship-building, in- 
stead. Then her husband was sent to California for his 
health. In their second year at Calexico, a friend on the 
school board mentioned to Ann that there was an open- 
ing in the high school office. No one else applied for it; 
and Ann worked there until two and a half years ago, 
when she took a similar job in the high school at Gross- 
mont, California. 

Ann recalls that the students often wondered how 
she could catch up with forged excuses, and she'd 
just say she could tell a student’s writing from that of 
an older person. They might have been less mystified 
it they had known how accurately she could predict 
the percentage of absences next day, after hearing the 
weatherman announce the first snowfall of the season 
at nearby mountain resorts. 

\t Grossmont, Ann has very little contact with the 
students. No “bad boys” wait in her office. Her boss, 
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Harry C. Riley, the school’s principal, deals only with 
those few discipline problems that the vice-principal 
and Grossmont’s eight counselors can’t take care of. 
The counseling secretary handles attendance records 
and most of the vice-principal’s correspondence. Ann 
takes dictation from Mr. Riley, who dislikes dictating 
machines; and, in a pinch, she helps out for the vice- 
principal, who prefers them. 


ONE DAY LAST WINTER she was typing merrily away, 
with the transcription-machine earphones on, when 
suddenly she looked up to find the office deserted. The 
vice-principal was standing in the doorway, beckoning 
her out for a fire drill! Normally she is supposed to 
rush to close windows, turn off all gas and lights, and 
clear out. Ann vaguely remembered hearing a bell, but 
it had registered as no more than the usual changing 
of classes. She’d been concentrating too well! 

Ann’s electric typewriter was new last summer. She 
had not touched an electric for years, and the first job 
she had to get out on the new machine was to make 
duplicator masters for the annual report! With “every- 
one” standing behind her to see the new typewriter in 
action, Ann was almost a nervous wreck; but, by the 
time she had made stencils for the faculty handbook 
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SCHOOL 


to be a secretary in education 


BY SARAH ALLEN 


and the parents’ handbook, she was over her scare and 
could take pride in the results. 

Ann’s contacts are mostly with the faculty, since her 
boss supervises the teachers, sets up class schedules, 
the budget, and so on. He is responsible for the inside 
workings of the school. All “outside” matters are 
handled by the superintendent of the school district. 
and Ann has no concern with them. When the district 
was smaller, one man acted as both principal and su- 
perintendent—a setup that is common to many school 
systems. 


GLapys ROEHL’s jos is different. In Albuquerque, New 
Mexico, where she is secretary to the superintendent 
of schools for both city and county, summer is the 
busiest time. Teachers have to be hired for the com- 
ing school year and assignments made. This means 
Writing a lot of letters, arranging appointments and 
staff conferences, and helping her boss to get off on 
his many trips to recruit teachers and attend confer- 
ences on school problems. 

In addition, Gladys directs about eight other sec- 
retaries and typists, depending on the work load. Her 
office does a great deal of mimeographing. For several 
years the school system has operated its own radio 
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station, and classes over television have been added 
recently. Gladys and her staff must furnish copies of 
all the scripts needed for the lessons, plus mimeo- 
graphed background details for the teachers who will 
tune in to those programs and who need the material 
to give their students sidelights on the subjects. Other 
mimeographed sheets give suggestions for such pre- 
listening activities as demonstrating the musical in- 
struments that will be heard, and for classroom follow- 
ups like games or dances. This material is all prepared 
by teachers, but the paper work falls on the superin- 
tendent’s office. 

Gladys started as a clerk-typist in the superintend- 
ent’s office about a year after she got out of high school. 
From there she went on to become secretary in one 
of the junior high schools, then secretary to the high 
school principal, and (after “time out” for marriage 
and motherhood ) completed the circle by coming back 
as secretary to the superintendent. 


JUsT OUTSIDE PHOENIX, at the Arizona State College in 
Tempe, Mary Bunte puts in a busy 8:30 to 4:30 as 
secretary to the college's president. Besides handling 
a deluge of dictation and answering other letters her- 
self, with the help of an assistant, Mary keeps for her 
boss a running record of anything that might affect 
the budget—personnel changes, ete. 

With about 5,000 students in the school, and a facul- 
ty to match, things are seldom dull in the president's 
new-three-years-ago offices, and Mary can nod in rec- 
ognition at all the financial, romantic, and/or scholastic 
problems that plague Ronald Colman in “Halls of Ivy.” 
Much of her time is spent in interviewing people—her 
office employs all the staff and secondary employees 
in the college, those who keep the grounds and wash 
the windows, as well as the various deans, coaches, 
and bookkeepers. She works on Saturday mornings and 
seldom takes the morning coffee break, so she gets by 
with little overtime, and she has a full month of paid 
vacation every year. 

She advises a secretary interested in Education to 
read all she can and learn about everything, “includ- 
ing when to keep her mouth shut.” Coupling that, of 
course, with willingness, the usual skills, and ability 
to meet the public. , 

Mary once taught in this same college. “I took a 
year out, even, to get my master’s,” she says, “but I 
much prefer this job as secretary. Correcting themes 
never did seem as important to me as getting some- 
thing typed to meet a deadline. And in such a vital, 
growing school—well, I guess I just like to be in the 
center of things!” 
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Tools for attractive stenciling: a stencil scope, lettering guides, styli, someone with know-how. 


How to “Spiff Up” a Stencil 


BY HAZEL 


F YOU no longer consider yourself an amateur at 
this business of mimeographing, you are ready to 

learn some of the tricks of the trade that will give 
your work professional sparkle and polish. (Chances 
are your boss will be quite impressed with his “spiffed 
up” stencils. And impressing the boss is a trick of the 
trade in itself! ) 

Some of the mimeographing techniques shown here 
cost nothing at all, and the others are remarkably in- 
expensive. You can probably purchase any of the sten- 
ciling aids mentioned, and more besides, from the 
dealer who supplies your stencils. If not, the classified 
section of your telephone book lists other dealers un- 
der “Duplicating Supplies.” Once your dealer is fa- 
iniliar with your needs, he can be of great help to you. 

Hlustrations. These can add new life to the 
company paper, club announcements, even tired old 
monthly reports. And there are several ways to illus- 


PAULSON 


trate your stencils that require no artistic ability: 
You can buy ready-to-use stenciled art by the page. 
These are called insets. You can also buy portfolios of 
artwork specially designed for tracing on stencils, or 
you can trace simple line drawings. Of course, you 
can't use photographs with any success; but, if you 
have a friend who can draw cartoons, these are easy 
to trace! 

Ready-to-use art insets come with easy instructions 
on the package. You cut out the stenciled picture you 
want to use, cut a hole to size in the correct spot on 
your own stencil, and cement the inset into position. 

If you plan to trace your artwork, you will need 
a stylus for drawing, or you may want several differ- 
ent kinds. You also need the correct kind of stencil. 
Tell your dealer you plan to make drawings as well as 
typing, and he'll give you an all-purpose stencil. You 
will need a writing plate to put beneath the stencil, 
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so it won't tear or snag. The writing plate is a thin 
plastic sheet with a grained surface. (Your boss will 
appreciate a small writing plate for use when he signs 
stencils. ) 

It will also be very helpful if you have a stencil 
scope. This is an illuminated drawing board, one that 
lights up so tracing or lettering is easier. It can 
be purchased from your dealer. However, if you do 
mimeographing for your church or a club and they do 
not wish to incur the extra cost of a stencil scope, 
you can make your own illuminated drawing board. 
Add five-inch legs to one end of a picture frame, with 
the glass securely fastened in place. Put screws, nails, 
or pegs at the top of the frame, on which to hook the 
stencil. A small night light on an extension cord, placed 
beneath the frame, will illuminate your drawing board. 

In an emergency, you could even tape your draw- 
ing and stencil against a windowpane to trace it, Ob- 
viously, this method is awkward and more difficult 
than a drawing board. 

For best results, allow as much white space as pos- 
sible around your drawings, and keep them simple. 
If you want really fancy artwork, buy the ready-made 
insets. You can make your traced drawings a bit fancier 
with the use of screens. The screen is placed under 
the stencil; and, when you rub your stylus over it, you 
get a plaid effect, dots, lines, leather grain, brick wall, 
etc., depending on which of the many screens you 
choose. These shading-screen plates can also be used 
under lettering. 

Lettering. Smartly lettered headings can really 
“spiff up” product-information sheets, sales reports, 
the radio and TV kits of community charity projects, 
and especially a mimeographed newspaper. If you 
have a paper or a report that comes out regularly, you 
can have a masthead or cover sheet made for you 
that’s quite inexpensive. These will look as if they 
were printed with regular printer's type. 

If you plan to do your own lettering, you will 
need lettering guides. These are made of plastic, with 
the letters cut out. The letters come in all sizes and 
types. You will need a stylus to match each lettering 
guide. The kind of stylus needed will be marked on 
the lettering guide itself. 


as shown at 


For color jobs. prepare machine 
Hold free end 
of stencil out, away from machine. 
Use ink brushes to outline, on 
the stencil, the area where each 
color will be 
area in its proper 


used. 





\ stencil scope makes “spiffing- 


up” easier, but if vou can't buy 
one, you can make one, using a_ glass-backed 
frame, a night light, and a little ingenuity. 


To avoid ruining your stencil, be sure you verify 
the size of your headline, or title, before you letter 
your final stencil. You can use a spoiled stencil for this 
work, or you can use copy paper and a very sharp 
pencil. In checking size, it isn’t necessary to make 
the whole letter, just make the outside stroke. 

Complete instructions for using the lettering guides 
come with the guides. 

If you enjoy artyping, you can make your own let- 
tering. Usually, artyping is so striking and unusual that 
it can almost serve as an illustration. 

Color. Color brightens any mimeographed job. 
One of the easiest ways to use color (and it is quite 
effective ) is to use tinted paper. Pastel tints, naturally, 
are preferred for their readability. When you buy the 
paper, explain that you will use it for mimeographing. 
If you plan to use only one side of the paper, a 16- 
pound mimeograph bond will be suitable. If you want 
to use both sides of the paper, you will need a 24- 
pound mimeograph bond. 


The use of colored ink is even (Continued on page 53) 
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BRUSH OVER 
OUTLINED AREA 
UNTIL INK PAD IS 


color. Then 











press stencil gently against ink 
pad. This outlines on ink pad 
areas to be inked and their color. 
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BY MARIE M. STEWART 


Are you a 
Pleased-with-Puffing 


Secretary? 


lilustrated by ERNIE BARTH 





Don’t become a problem to your dictator 


 ipaeid YOU THINK that all con- 
sultant work results in success, 
let me tell you that my record is 
not perfect. Since I’ve been sec- 
retarial consultant at Harkins’, I’ve 
had to face some failures. For there 
are always some girls, like Millie, 
who are pleased with puffing along 
at their own speed. Millie was one 
of the most complete failures in my 
whole career. 

She came to us right out of high 
school—young, pretty, carefree. She 
told me the very first day I worked 
with her that she didn’t intend to 
stay with us long. “Why?” I asked. 

“I'm going to be married,” she 
explained, 

[ asked if she were engaged. No, 
she wasn’t engaged. In fact, she 
had no particular young man in 
view. | thought she was kidding. 


22 


As TIME WENT ON, | learned it was 
no joke. Millie just puffed along. 
She refused to do that little extra 
bit of work that makes a good job. 
She was woefully weak in short- 
hand. Her sole criterion was her 
own opinion as-to what was “good 
enough.” She never learned from 
dictation to dictation. She thought 
1 was a Worry Wart. 

“My goodness! Why fuss so about 
a little old erasure?” After all, she 
was going to be here for only a 
year or two. 

When I pointed out that good 
performance on the job was insur- 
ance for the future, she said, “You 
talk just like my teacher at high 
school.” 

I told her that her teacher had the 
right idea. “Suppose you do mar- 
ry,” I said, “you may have to work 
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to contribute to the family finances, 
What then?” Millie thought such a 
supposition was quite farfetched, 
She planned to “marry well.” 

Of course, by now you can guess 
what happened. After six months of 
trying to talk some sense into her 
pretty head and trying to get ac- 
ceptable work from her, we had to 
let her go. I felt worse when she 
was fired than she did. To me it 
represented failure. To Millie, it 
was just a matter of getting another 
job and working for some other 
firm for “a year or two.” 


WE HAD CHECKED Millie’s back- 
ground when she came to Harkins’, 
and we knew she hadn't been a 
prize student. But, it would have 
been easy for her to have developed 
into a good stenographer on the 
job. Then she would have had a 
profession to which she could re- 
turn after marriage, if the need 
arose. 

Had her attitude been normally 
serious while in school, she would 
at least have studied her shorthand 
and paid attention to the instruction 
given in transcription. Had_ she 
gone further and read a lot of 
shorthand and practiced writing, 
she might have hoped for a better- 
than-average salary later. For Millie 
was certainly attractive and she 
had a pleasant personality. She 
could have done her work and still 
have had time to participate in 
extracurricular activities and in the 
various school social events. It 
would have been -just a question 
of keeping things in balance, with 
time for study and time for play. 

Millie “missed the boat” in school, 
and she didn’t get down to the pier 
even after graduation. When she 
came to us, she could have made 
up for her gay dance _ through 
school. True, at first she would 
have had to work very hard; but 
help and advice were available. 

In fact, Millie was particularly 
lucky. Many girls who skim through 
their school work are stuck with 
being second-rate stenographers all 
their working lives. Either that, or 
they go back to school or work very 
hard on their own without help. 

But Millie didn’t take advantage 
of the opportunities available at 
Harkins’. She’s still puffing along 
with various other firms. For Millie 
moves in her jobs—usually right out 
the nearest exit. 
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Taking the Overflow 


to a Letter Shop 


Why. when, and what services does it offer? 


BY MARION NOYES 


AVE YOU EVER heard your boss say, “Miss 

Jones, we must get a hundred letters plus copies 
of these statements into the mail by tomorrow noon”? 
Is he asking for the impossible when there is no one 
on your small staff to help you and no time to hire a 
temporary assistant? 

Or is your boss Mr. Top Executive and has he an- 
nounced, “You did a fine job on that report. I want it 
to go to all stockholders by Friday”? ( All ten thousand 
of them! ) 


No, not impossible. This is why there are letter 


It takes only one typist to 
operate all these typewriters. 
She’s a whizz. yes; but these 
are no ordinary machines. 
They are automatic typewrit- 
ers. All she must do is flip in 
the letterhead, type the date, 
inside address, and salutation ; 
and the machine goes on from 
there making copies of your 
letter. In back of each type- 
Writer is a perforated roll that 
cues the machine in much the 
way an old-fashioned player 
Plano works. 
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shops, and this is when you turn to your favorite one. 
The deadline doesn’t frighten you; it’s only part of the 
necessary information. 

A letter shop, or a direct-mail service as they are 
often called, is not just a vague place you may some- 
time seek when your work suddenly becomes so-much- 
and-so-soon that you must have help. Select one before 
that day sneaks up on you. Check on its reputation for 
dependability. If you have difficulty finding one, write 
to the national organization of letter shops, Mail Ad- 
vertising Service Association, 18120 James Couzens 
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Highway, Detroit 35, Michigan, for a list of those 
recommended in your area. 

Visit your letter shop, learn what services are avail- 
able, and get samples of their work so that you can 
talk in their language about flat-beds and fill-ins. Make 
notes for your files regarding costs and suggested uses 
of their processes. You'll find the staff delighted with 
your efficient approach, and your own future work will 
be considerably easier. 

\ letter shop handles everything from a few letters 
to several thousand pieces, from post cards to elaborate 
presentations. They will do part of your work (such as 
only making the copies), or they will complete it 
through the actual mailing. They prefer to do the 
whole job, being set up for professional perfection. 


Various shops use different trade names for the 


Here a flat-bed job is being set up. Because a ribbon is used, 
the resulting letters look very much like hand-typed ones. 


reproduction processes they offer. The five most widely 
used processes are automatic typing, flat bed, multi- 
graph, offset, and mimeographing. The first three pro- 
duce ribbon letters (or announcements or what-have- 
you) that look like typing. A ribbon letter is any letter 
that isn’t produced by a direct inking process such as 
offset and mimeographing. 

There are times when only an individual letter can 
bring the results your boss seeks—and when he must 
have more letters and more results than you can pos- 
sibly handle. It is then that automatic typing may be 
your solution. This is usually the most expensive of 
the processes, but it produces work that is completely 
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personalized and can’t be distinguished from a letter 
dictated and typed expressly for each person. Let’s 
have a peek at how it’s done. 


A ROOM IS FILLED with typewriters arranged in several 
circles, but there is a typist’s chair before only one of 
the six machines in each circle. There a typist flips a 
sheet of paper into her machine, deftly adjusts it and 
types date, inside address, and salutation. As soon as 
she has done so, she rolls her chair to the next machine; 
but... the first typewriter goes briskly on in unbroken 
rhythm! 

The girl starts a letter in the second machine in the 
circle, then goes to a third and a fourth. Soon the room 
resounds with the counterpoint of keys clicking merrily 
up and down. Bells ring in soprano accents and are 
followed bv the gay percussion of carriage returns. 

A Walt Disney fantasy or the midsummer night's 
dream of a secretary? Neither, This is automatic typing 
in the “Champagne Room,” as it is affectionately called 
by the St. John Associates, well-known shop for direct- 
mail service in New York City. Here, on magic type- 
letters are written that look 
exactly as though individually typed when secretary 


writers. thousands of 


and machine are at their very best. 

There may even be variations in each automatically 
typed letter, such as addressing the recipient by name 
somewhere in the body of the letter. The machine will 
skip a few spaces to be filled in later by a typist, who 
matches the work perfectly. 

The magic is simple after all. In back of the type- 
writer is a paper roll, previously cut on a special ma- 
chine. This perforated roll is electrically attached so 
that the typewriter performs like an old-fashioned 
player piano when the typist presses a button. Still, 
the whole process is reminiscent of certain science- 
fiction stories that deal in a future where machines 
have taken over man’s more tedious jobs. 


FLAT-BED wWoRK is set up like a printing job, and by 
careful control the results will look very much like 
typing. The fill-ins, such as inside addresses, are added 
later. They are done with typewriter ribbons from the 
same manufacturer and the same lot and so are per- 
fectly matched to the body of the letter. 

Flat-bed can be faster than automatic typing and 
often defies detection as to difference. You will prob- 
ably find this the most useful for quantities of more 
than fifty copies when the job must look more personal 
than that done by mimeographing or offset. The dif- 
ference in price for automatic typing or flat-bed varies 
according to quantity, and not always the way you 
might think. If you need fifty copies or less, automatic 
typing will probably be cheaper. Study samples of 
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each process, compare costs for your job, and your 
choice will be easy. 

The cheapest ribbon letter is multigraphed. How- 
ever, no matter how carefully this work is done, the 
short lines will usually be darker then the long ones, 
because the job cannot be so carefully controlled. 
Copies will show that they have been mechanically 
produced. 

Offset is a photographic process. The copy is photo- 
graphed, and duplicates are made from a negative. 
Even your firm’s letterhead can be reproduced. A well- 
done piece of offset can be extremely presentable, al- 
though it will never give the appearance of type- 
written work. 

Next comes mimeographing, with which you are un- 
doubtedly familiar. As done by a mail-service shop, 
mimeographing is at its very best and can confidently 
be used for press releases and general announcements 
when these are going out in great quantity. 

For any process, you can choose the kind of type 
face you prefer. Among these are elite, pica, library, 
and modern. Modern is the newest and is rapidly gain- 
ing in popularity. 

If you wish, your mail service shop will supply paper 
in the grade of your choice, as well as return envelopes 
and reply post cards. It is customary for postage money 
to be paid in advance by you. 


[ry YOU HAVE WORK TO BE DONE REGULARLY, give your 
shop your list of names and addresses. You may keep 
them informed of deletions, additions, and changes, 
and they will make corresponding corrections so that 
the list will be constantly accurate. You may then pick 
up your phone at any time, tell them your plans for an 
approaching job, and they will get a head start by 
preparing the envelopes at once. 

If your list is not long, you may have your envelopes 
hand typed. However, if you use this list for periodic 
mailings, you will probably find it a saving to have 
name-and-address plates made. The two most common 
kinds are the addressograph plate, which is the most 
expensive and looks like hand typing, and the speed- 
aumat, which uses no punctuation and is done in bold- 
face type. 

Matching is a must at any letter-service shop. 
Reliable shops take the most minute precautions that 
a letter to Dear Mr. Tangerine doesn’t get into an 
envelope addressed to Mr. H. W. Tankard. Stuffing 
machines are never used for letters carrying inside 
salutations. At St. John’s, the girls who fold and stuff 
envelopes check every fifth one against the salutation. 
This reduces the possibility for error and steps up the 
speed of correction. 

When you place your order, you will be asked 


TODAY'S SECRETARY @ March, 1955 








whether you want a full fill-in or a one-line. Don't 
panic. All they mean to question is whether you want 
the usual three-line inside address above the salutation 
or simply, “Dear Mr. Tangerine,” the address being 
omitted. The fill-in is an important factor in the cost, 
because it has to be done separately. 

You may order your letters to be signed at the letter 
shop—by machine or by forgery! Most shops employ a 
master forger because his services are often so neces- 
sary. He can produce signatures that even the executive 
whom he frees from the chore wouldn’t recognize as 
not being his own. Although “forging” is an extra- 
charge service, it is economical when compared to the 
cost of your well-paid boss’s time spent in endless 
repetition of individual signatures. 

A machine signature looks almost like a real John 
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An addressograph operator addressing large 


Henry. But here’s a trade secret: To learn whether a 
letter was machine or hand signed, moisten a finger 
and run it lightly over the signature. If it smudges, it 
was done by hand. If it doesn’t, it was so well done by 
machine that it fooled you—almost. 

And how was it done? Well, if your boss’s letters are 
to be signed by machine, you will need to send the 
letter-service shop his signature, preferably on white 
paper. (Whether the signature is to be done by forgery 
or machine, the shop will attend to the details as part 
of their service.) In the case of a machine signature, 
the shop will send the copy of your boss’s signature to 
an engraver, who will make a cut of it. Formerly this 
was done on metal, but rubber is used now because it 
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gives a soft tone and even print. The signature cut can 
be used thousands of times, which usually means years 
of service, and may be filed permanently at your mail- 
service shop. 

If you have enclosures, do you want them clipped 
or nested? The clip costs extra and probably won't 
look any better than having your enclosures nested— 
simply folded and inserted. 

Will you have your mailing sealed and stamped on 
the meter machine? This will mean using a meter 
postage imprint instead of a separate stamp that must 





The St. John Associates, Inc. 
75 West 45th Street 


New York 36, New York 
L 
Addressograph is a more expensive process. but the 
addresses look hand-typed. 
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Addresses done by speedaumat have no punctuation 
and are done in a bold-face type. 


be moistened and affixed» Because the meter method 
is faster and cheaper, it is used more and more fre- 
quently; but, if you want more dignified envelopes, 
you may find your direct-mail expert advising you to 
choose regular stamping. You can also get advice as 
to the class of mailing best suited to your material and 
purpose. Third-class mail, unsealed, goes for less than 
the first-class sealed variety. Anything except per- 
sonalized letters (handwritten, hand-typed, or auto- 
matic) can go, if unsealed, at the 2-cent rate. 

If you mail in sufficient quantities, you can get a 
permit from the post office to take advantage of the 
bulk rate (1% cents). This permit will cost you ten 





dollars plus an annual fee of ten dollars. (Under 
certain conditions you may use your letter shop’s 
permit.) Pennysaver envelopes—envelopes that have 
glue only halfway across the top center flap, with one 
side tucked in—are popular for third-class mailings, 
Permit mail must bear the permit number and date on 
each piece, and must be sorted by city and state before 
mailing in return for the reduced rate. Your letter shop 
will attend to these details. 

Most shops give a 100 per cent guarantee of satis- 
faction. They will re-run an entire job if they make an 
error. Their special messenger, who picks up your work 
at no charge, will bring you the first copy they run off 
to get your O.K. 

This copy will already have been checked by the 
proofreaders, whose word is law in the shop. From 
their soundproof office, where they are secure against 
the distractions of the humming activity of many ma- 
chines, they may order corrections for a mistake or 
will phone you if they discover an ambiguity. 


WHEN YOU HAVE A JOB TO BE DONE, discuss it thor- 
oughly with the mail-service people. You will receive 
advice concerning choice of process, cost factors, 
suitability, and taste. 

In return, they ask for complete information, They 
are unhappy when they find attached to the copy a 
scribbled note saying, “Three hundred letters, please.’ 
They need to know the kind of paper and reproduction 
process you want, what type face you prefer, whether 
you want a full fill-in or a one-line, machine or hand- 
written signature (with a sample from your boss), 
clipped or nested enclosures, meter or hand stamping, 
what class of mailing you prefer, and when the ma- 
terial should be in the mail. They're used to deadlines 
and will meet yours—if you give them a date. They 
specialize in selling service, and they know that their 
income will undoubtedly be in exact ratio to their 
dependability. 

A reputable letter shop can be a friend indeed. Why 
not make friends with one before an emergency arises 
that necessitates outside aid? 
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$30 Weat 42nd Street, New York 36, N.Y. 











Se ees Pl 
U S POSTAGE 
| Paid Pennysaver envelopes have 4 
—. side flap that is tucked in, and 


they are sealed halfway across 
the top—safer for unsealed 
mail than ordinary envelopes 
with the top tucked in. Most 
permit mail now goes out in 
pennysavers. 
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Fresh as the first breath of spring 

is this sophisticated tweed suit with its new, 
longer jacket. Designed by Handmacher, 

it buttons high and creates a long, smooth 


line. Special attraction is the wonderful 





fabric, an imported British wool in a 
tweedy check. In luscious shades of coral, 
golden mustard, blue, sand beige, 


green, and lilac. White pique collar is 





detachable, of course. Misses and tall sizes 

10 to 20; “Young Proportioned Plus” sizes 

10 to 22. About $59.95 at B. Altman, New York; 
Filene’s, Boston; Carson Pirie Scott, 

Chicago; Dayton Company, Minneapolis; and 


H. Liebes, San Francisco. 
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22.82 £2ams sans 2 DS 





Planning to buy a new suit for 
spring? Youll want to invest your 
precious pay check in good styles and 
quality fabrics that will star 

this season and will pay dividends 
jor sel eral seasons to come, llere 

are two worthy suggestions—one 

jor cooler climes, one for warmer 
regions (or warmer weather). You'll 
find them as versatile as they are 
attractive—wonderful basics 


Jor any spring wardrobe. 
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left: Sure to catch many an eye is this smooth-fitting 
Rardley suit. Its high-fashion styling includes such touches 
ss bodice stitching, to give the new softly rounded bust- 
ine, and crescent pocket trim. Of special note is the 
mported British wool tone-on-tone tweed. It is a new, 
iwhter-weight wool (for comfort in the office). yet it has 
sificient body to tailor sharply and keep its smooth lines. 
In blue, green, yellow, and rose. Sizes 10 to 16. About 
9.95. At Abercrombie & Fitch, New York; Julius Gar- 
inckel, Washington; Von Lengerke & Antoine, Chicago: 
Himelhoch, Detroit: J. W. Robinson, Los Angeles. 


Right: For warm spring days what could be smarter than 
a beautiful linen suit? Especially when it’s made of ver- 
atile co-ordinates—a boxy jacket with pert hip pockets 
and a softly gored, slim skirt. You'll pair the jacket with 


eerything from playclothes to your snazziest summer 


‘evening dress, and the skirt will be a flattering regular. 
Both are Piper fashions by H & E Shapiro, tailored of 
a 


4 


uxurious, imported Tootal linen. The fabric has a rich 
texture and a lovely soft luster, plus such practical virtues 
Available in sizes 
to 18 in a wide range of pastels, plus toast, cognac, navy. 
harcoal, and black. Jacket costs $25, skirt $10.98. At 
Lord & Taylor's, New York; Blum Store, Philadelphia; 
Carson Pirie Scott, Chicago; Scruggs Vandervoort & Bar- 
ey, St. Louis: I. Magnin, Los Angeles. 


as washability and crease resistance. 


Below. left: The same linen Piper skirt makes a lovely 
teammate with a Judy Bond blouse that’s designed to be 
an office favorite. Made of a beautiful blend of Dacron 
md cotton that looks like batiste, it has the prettiest 
onfetti-dotted frill for a lovely touch of femininity. Collar 
buttoned high. Sizes 32 to 38. In 
shite only, with multicolored dots. About $5.98. At Lord 
& Taylors, New York: Frederick & Nelson, Seattle: Mar- 
May Co., Los Angeles. 


an be worn open ot 


shall Field's, Chicago: 


Below. time, the marvelous linen 
acket will be the perfect topping for sleek Bermuda 
shorts, another Piper matchmate by H & E Shapiro. Made 


f the same Tootal 


right: Come vacation 


linen as the suit and available in 





About $10.98. At stores 
carrying the suit. The striped blouse with b-i-g bow tie is 
by Judy Bond, who has used a cotton and nylon silkalene 


matching colors. Sizes 8 to 18. 


to make the blouse as pretty as it is practical. In pink, 
aqua, navy, or orange stripes on white. Sizes 32 to 38. 
$8.98. At Gimbel’s, New York: Marshall Field’s, Chicago; 
Famous Barr, St. Louis; the Emporium, San Francisco. 


Jewelry by Trifari: hats by Madcaps; purse by Lesco. 















































PEPVHERE’S NOTHING that perks up your morale 

| more than a new hat. And rightly so, because 
a hat can do so many things for you. It can highlight 
vour best features or camouflage your worst. It can 
make you look taller, slimmer, take inches off your 
hips. It can put pep in your step, help you find a 
new job—or maybe even a new beau! 

But, before you begin to shop tor that new spring 
bonnet, there are certain things you'll want to con- 
sider. Your choice depends, first of all, on when you 
plan to wear this particular hat. Will it be reserved 
for Sunday best and special occasions? Will it be a 
trim little wear-to-work hat? Or maybe you're look- 
ing for a new job and want a hat that will pick up 
the yellow tones in your new tweed suit? 

There’s also the matter of money. Unless vou can 
afford a closetful of hats, you'll find it wise to choose 
fairly simple styles that will go with several outfits. 
The pretty posie-covered hats or the ornate styles 
that look so beautiful at Easter sometimes seem a 
bit too fussy when warmer weather comes and you 
switch to lighter fabrics. 

Babs Vierhaus, fashion authority at the Millinery 
Fashion Bureau, has offered the following clever 
suggestions to help you select the hats that will be 
most flattering to you and to your outfit. 


ACCENT YOUR PERSONALITY 


Are you the piquant, pert type? Then you can 
wear pixie-crowned caps, saucy pillboxes, and 
cloches trimmed with jaunty stick-up flowers. 

Are you the essence of demure femininity? Choose 
the little bonnets and graceful picture hats, with 
sott, sheer veiling and dainty flowers. 

Sophisticated? Select hats with clean lines, dash- 
ing angles. Subtle neutral tones, frosty white, inky 
black straws, or vibrant colors will all be striking. 
You can wear dramatically large hats occasionally 
and will look smart in the sleek, small silhouettes 
and unusual fabrics. 

RESHAPING YOUR FACE 

Oval faces are considered “perfect hat faces.” If 
you are lucky enough to have an oval face, you can 
wear almost any hat style. 

Too round? A hat with height and enough width 
to balance your facial contours will give an illusion 
of slenderness. An uptilted, irregular brim will also 
help cut that circle. You'll find flattering the up- 
swinging brims, asymmetrical shapes, and hats with 
soaring feathers, flowers, or stiffened ribbon trims. 
Avoid round, head-hugging crowns; very small 
brims; straight-level hats; squared crowns; and 
drooping, mushroom brims. 

Too long? A long face needs the opposite treat- 
ment to equalize its contours. To diminish the length 
of your face choose low, level hats; round crowns; 
wide brims; curving lines. Wear tilted hats only 
when they slant more horizontally than vertically. 
Avoid stovepipe crowns, tall turbans, high trim- 
mings. 

Square face? Avoid anything that will add to the 
squareness of your face—square crowns or little 
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sailors. Instead, choose profile hats, hats with softly 
rounded lines, and larger brims. 

Pear-shaped face? You will want a hat that will 
widen your brow and diminish your chin, to create a 
more Oval illusion. Bicornes, oval sailors with width 
at the sides, hats that concentrate their interest at 
eye-level and above will do the trick. The width of 
the hat should always be slightly more than that of 
the chin—with wide, diagonal lines slanting upward. 
Avoid small, pointed-crown hats, small straight 
sailors, and brims that are so low in back that they 
add width at the jawline. 

Heart-shaped face? This type of face needs to be 
“filled out” at the chin. To do this, select low-backed 
fisherman brims that widen across the lower part of 
the face, off-the-face picture hats, hats with brims, 
trims, or veiling that spread out from the back. 
Avoid high crowns and level, wide brims that accen- 
tuate the width at your brow. 
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CAMOUFLAGE POOREST FEATURE 


A prominent nose can be minimized by a hat 
brim that extends beyond it and casts a flattering 
shadow. If your nose is too long, be sure that the 
brim slants upward and out. If vou’ve a pug nose, 
wear brims that are narrow and slant downward. 

A crooked nose seems more so when your hat is 
balanced with equal width or trim on both sides, 
but becomes less noticeable beneath a soft, irregular 
brim that slants off in the opposite direction. 

A receding chin almost vanishes to nothing be- 
neath a wide brim. You can build up your chin with 
hat lines that are shallow at the sides and curved 
up off the face. 

An aggressive, protruding chin calls for brims 
that reveal most of the brow when viewed from the 
front, vet are wide enough to balance the chin when 
a profile view is seen. 
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HIGHLIGHT YOUR BEST FEATURE 


A hat that accents your best feature adds sparkle 
to your appearance and minimizes any flaws. 

Eyes are accented by off-the-face styles and hats 
with trimming concentrated at the temples. Wear 
filmy, mascara-black veils; small brow veils, stop- 
ping just above the eyebrows; colored hats and 
brims with colored facings that will accent you 
eves. 

If you wear glasses, accent them boldly with 
small, off-the-face hats. Avoid low, shadowing brims. 

Shapely lips are played up by wearing a hat or 
hat trimming in a pink or red and matching this 
color perfectly with your lipstick. Nose veils, too, 
put lips in the spotlight. 

Pretty complexions are enhanced by hat colors 
and veilings. Creamy complexions look camellia soft 
under white hat brims or beneath sheer veils of 
palest beige. Pink hats and pink veils give clear 
complexions a rosy glow (and are a tonic for sallow 
skins). Turquoise hats make suntanned skin golden. 

Lovely hair can be made even more attractive by 
wearing flattering colors. Auburn hair is deepened 
by rich greens or blues, while monotone combinations 
of ginger and copper-toned straw give auburn hai 
an even more exciting accent. Blondes look espe- 
cially well in hats of champagne beige or honey 
tones that blend with their hair color; black and 
deep tones make blonde hair seem lighter by con- 
trast. Brown hair glows with reddish or golden high 
lights reflected by a hat of those shades. Black hair 
gleams blue-black against a pale ice-blue hat. 


HELP FOR YOUR FIGURE 

An attractive hat draws the eye to your face and 
makes a poor figure less noticeable. Before you de- 
cide on a new hat, check it in a full-length mirror. 

Plump figures, if dressed in inconspicuous or 
darker shades need hats with enough bulk to balance 
their silhouettes and a touch of attention-getting 
bright or light color to draw eyes upward. 

Short girls seem taller when their hats are the 
same color as the rest of their costumes and when 
they choose hats with up-lifted lines. However, a 
very high hat makes a short person seem even 
shorter by contrast. Proportions are important. A 
hat of modest size with an up-flung feather, stick-up 
flower, or soaring bow gives an illusion of added 
height without overpowering bulk. 

“Hippiness” can be minimized with hats that 
slant upward and brims that are wider at the sides. 
Protruding derrieres require hats with long-backed 
brims sloping downward. 

Chesty figures need brims that extend forward 
and up to lift and balance a large bust. 

Tall girls need hats that cut their height. A hat 
of a contrasting color and dramatic size does this 
smartly. If shoulders are thin and down-sloping, 
avoid droopy brims. Wear upturned hats, such as 
bretons, but wear them straight on the head if you 
want to look shorter. 
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PATTERNED FOR TODAY'S SECRETARY 
1040—Spring’s elongated look is carried out in the lowered waistline of this pretty 
striped dress. Make it now with a flaring skirt of unpressed pleats and plan another 
version for summer using prepleated cotton for the skirt. Sizes 12 to 20; 35 cents. 
1046—Both the smartly styled blouse and the giant-pocketed jumper are included in 
this pattern. The jumper has a high neckline in front but is cut low in back and 
closes with a buttoned yoke. Good idea for a summer sundress version come vacation 
time. Sizes 12 to 20; 35 cents. be 
iti 
1039—A large contrasting collar (detachable. of course) gives a Miss Efficiency look ; 
to this trimly tailored dress. Smart fit is assured by waist darts, and hip pockets - 
: ‘ ie ts he 
make the most of a tiny waist. Sizes 12 to 20; 35 cents. in 
ut 
. per 
Simplicity Patterns are available at most variety and department stores. last 
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HANDKERCHIEF 
| TRICKS 


to add a fresh, spring touch 


nee 





The secret of this smart Swiss-embroi- 
dered batiste collar is that it once was a 
lovely hankie. And any clever-fingered 
girl can duplicate this rose-sprinkled col- 
lar by simply cutting off the corner motifs 
of a pretty embroidered handkerchief 
and sewing them into a collar shape. It’s 
an inexpensive and ingenious way to 
spark up a cashmere sweater or to bright- 
en up last year’s navy-blue dress. 





a 








When polka dots appear, can spring 
he far behind? This fresh, young blouse 
itilizes three Irish linen hankies as part 
t its design. Two form a circular yoke 
front and .back—their corners making 
the peaked collar. Another hankie is split 
in half to make a pretty bow. Polka-dot 


utouts were even used in making the 
perky buttons. A wonderful refresher for 


last ye ar’s wardrobe. 
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Hanover, Penna., U.S.A. 


THE NEW LOOK! 


A. “Spring Twosome.” 
Printed cotton blouse 
with trim on cuffs and 
panel to match the 
suspender hi-waisted 
flared skirt in rayon 
linen. Both washable. 
Blue, pink or maize - . 
with matching printed 
blouses. Sizes 7 te 15, ~ 


8 to 16. 57795 


2 pieces, 
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B. “Princess Pleats”. Whiz-washing 
dress of 50% orlon, 50% rayon. 
Princess lines highlighted with 
pert bow, buttons, and a fan of 
permanent pleats that circle round 
front and back from the long torso. 
Dries in a jiffy and needs a minimum 


of ironing. Blue, pink or navy. 
*B% 





Sizes 7 to 15, 8 to 16. 
Order By Mail * Use Convenient Coupon 
Satisfaction Guaranteed or Money Refunded 
Lana Lobell, Hanover, Penna.,U.S.A., Dept. TS-4 
Please send me the following dresses 


: Price Amt. | Size Color 2nd Color 
A. $7.95 
B. $8.95 


Name 
Address 


City Zone State 

GOOD TIP: PREPAY YOUR ORDER AND SAVE 

C.0.D. CHARGES 

[_] PAYMENT ENCLOSED. ADD 25c FOR 
POSTAGE AND HANDLING 

(C) C.0.D. ENCLOSE $1 DEPOSIT ON ALL C.0.D. 
ORDERS 

C) | AM ENCLOSING 25c FOR LATEST 
FASHION CATALOG 











































































LOOK... » 


IT 1S AN AWFUL PITY. 
EXTENDING TOES DO NOT LOOK PRETTY’ 


Or If Your Toes Hurt in Front 
The Newest ond Cutest Stunt... 
is to wear JANIES, the Patented, cushioned 


Inside VPlatforurs’’, Because when your Feet 
Siide Forward toes protrude in open shoes, burt 
in closed shoes, heels slip, straps gape. insteps 


cut! New JANIES help Control Gravity, correct 
these painful, ugly conditions, give Heavenly 
Comfort, Add To Foot Beauty! 
New Improved JANIES are effective in all shoes 
all heel heights! JANIES will Double The Use- 
ful Life of Your Shoes, Saving Ten Times Their 
Cost! 
JANIES are only $1.25 a pr pilus 25¢ han 
tlin or 4 prs. for $5.00! In Gray Black 
Brow hed. White & Blue. State Shoe Sizes & 
Colors Wanted. Remember. New JANIES will 
‘ change an awkward HOBBLE into a GRACE- 
Ft WALK 
ORDER Now on our MONEY-BACK GUARANTEE! 
N 


JANIES, 1865E University Ave. N.Y. 53, 


BEFORE 
\ 


\ 


AFTER 








your spare time, at your own pace 
interference with work or social 


277 courses. Business, industrial, 
gineering, academic, high school. 


service. No scrimping. Diploma 


mine plus Career Catalog plus 
ing desired.) 
INTERNATIONAL CORRESPONDENCE SCHO 


Box 812068, Scranton 9, Penna. 
WRITE ToDay. 


FOR REAL JOB SECURITY— 
GET AN 1.C.S. DIPLOMA! 


You study your own exact needs in 


| C § 1.C.S. is the oldest and largest school 
»-V. . 


lor you. Direct, job related. Bedrock 
facts and theory plus practical appli- 
cation. Complete lesson and answer 


graduates. Easy pay plan. Write for 3 
free books—‘‘How to Succeed gold 


sample lesson. (Mention field of train- 


No 
life 


en- 
One 


to 


free 
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ing pocket add 
machine on the n 
\ ket! Adds or subtr: 
f/ all numbers up 


j ne ee 
rear view / 


if 


from West Germa 
For the busy woma 
today this accur: 
easy-to-use, handy, 
economical comput: 
is ideal. Machine 
fine custom finish 
that of expensive (¢ 
man cameras and co 
in beautiful leather e 
For each machine send money order or cl 
for $5 to The Somerset Overland Co., Dept 
James St., R. D. 6, Somerset, Pa. Satisfac 
guaranteed or money refunded 





HANDY POCKET ADDING MACHINE 


Get the simplest, 
front view fastest, nicest-look- 


999,999,999. Imported 


ing 

lar 

ucts 
to 


ny! 

not 
ite, 
anc 
itor 
has 

like 

rer- 
mes 
tui! 
1eck 
3c, 


tion 











SAVE $116.66 tly entre ng 


EVERY 8 MONTHS 





paper, offset masters, typewriter 


repairs, etc. Send today for PLATEN PEP — guaranteed to 
SAVE $116.66. TEST it in your office for 7 days — before 
you pay. Complete cost only $1, plus postage, sales tax. 
PLATEN PEP is indispensable between inspection service, 
etc. Used by many firms Obtained only from us. We have 
no agents. NO OBLIGATION IF PLATEN PEP IS RETURNED. 


15115 LANNING AVENUE 


propucts co. DIV AA LAKEWOOD 7, OHIO 








STOP MAKING MISTAKES IN 
EN GLiskt 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the “‘secrets"’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists—without going back 


to school—by using the CAREER INSTITUTE METHOD. 
T; ‘ 


Costs little 
booklet mailed 






kes only 15 minutes a day at home 
{EE upon request. Send card or letter NOW! 





Career Institute, Dept E-513. 25 E. Jackson, Chicago 4 











What Is Your’“1.Q.’’? 


AT LAST—you may take an approved, reliable 


adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Total fee only $2.00. University Test Bureau, 


Desk D1, Box 401, Palo Alto, California. 
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Silver Leaves, hand-wrought in fin- 
est sterling, form pins and earrings of 
rich simplicity that you'll enjoy tor 
years to come. The lavish use of silver 
and the classic loveliness of design 
assures heirloom quality. Both ear- 
rings and pins are 1% inches long. 
Earrings have screw-type back; pins 
have safety catch. Pins or earrings 
only $2.95 a pair. Four-piece set 
$5.50, postpaid, tax included. Write 
Silver Craft, Dept. TS-3, P.O. Box 
406, New York 36. Pins, earrings, or 
the set make a nice Easter gift for a 
lady you'd like to remember. 


Thermo-Keep insulated shopping 
bag with zipper closure. Carries frozen 
foods, and they stay frozen 6 to 8 
hours. Carries hot foods, and they stay 
hot 4 to 6 hours. Perfect for picnics. 
Carry cold drinks, hot roast chicken, 
etc. Tests show reinforced handle will 
carry over 250 pounds. Made of odor- 
less, scuff-resistant Koroseal, insulated 
with Fiberglas. In red, blue, green, 
brown, black, gray. $1.98, postpaid, 
from Nappe-Smith Sales Corp., Dept. 
TS-3, 855 Sixth Avenue, New York. 
A handy item for noon-hour shoppers! 


Fortello, the fortune-telling game 
on a bracelet. Diminutive crystal ball 
holds 36 minuscule playing cards 
afloat in liquid. Ask your question, 
spin the ball, and “all” is revealed! 
Complete directions with each brace- 
let disclose secrets of Zonca Pilla, 
famous Gypsy Fortune. Teller. The 
crystal ball is about one inch in diam- 
eter, dangles from gold-plated chain. 
Truly a conversation piece and a lot 
of fun. Only $2.50, postpaid, tax in- 
cluded, from Aimée Lee, Dept. TS-3, 
Room 906, 545 Fifth Avenue, New 
York, New York. 


Tastier Water is yours when you 
attach a Tap Sprite to your faucet. 
Its highly effective carbon filter takes 
the chlorine taste and odor out of tap 
water and removes organic contami- 
nants. Leaves water deliciously fresh. 
Coffee, tea, and food will taste better. 
Said to be effective for at least a year. 
Slips on without tools. Fits all faucets, 
including those with aerators. Made of 
gleaming, corrosion-proof aluminum. 
$2.95, postpaid. Max Schling Seeds- 
men, Dept. TS-725, 538 Madison 
Avenue, New York 22. 
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Hand-Painted Skirt of cotton has 
unusual Aztec motif. Red, blue, and 
yellow are pleasantly combined in the 
figures and masks to make a gay 
splash against the soft black back- 
ground. Border design is a true green. 
Skirt has wrap-around waist, is hand- 
washable. State waist size and height 
when ordering. $6.95, postpaid, from 
Eckardt Imports, Dept. TS-3, 3619 
Shelby Drive, Fort Worth 9, Texas. 
Write for free catalog. 


Do-It-Yourself Tool for home dec- 
orators. Smoothy will remove several 
layers of varnish from furniture or 
floors quickly, without chemicals. 
Smoothes walls, plaster, dry floors. 
Will not fill, works well on straight or 
cross grain, hard or soft wood. Blades 
of fine Swedish tempered steel are 
scientifically inserted. $1, postpaid. 
Fortune Laboratories, Dept. TS-3, 
1405 Maine Street, Des Moines, Iowa. 


Wrought Iron and Reed Bowl you 
can make! Do-it-yourself kit consists 
of graceful wrought-iron bowl, all the 
reed you need for weaving, and in- 
structions. Bow] is 13% inches across, 
2 inches deep. Makes a distinctive 
centerpiece, an unusual fruitbowl. Nice 
for Easter gift. Kit only $2.85, post- 
paid; or six kits for $11.85. American 
Handicrafts Co., Dept. TS-3, 302 
Throckmorton St., Fort Worth, Texas. 


Pip of a Party Set, whether you're 
serving “just a pair” or “four-of-a- 
kind.” Each place setting (cup, sau- 
cer, plate) is designed as a card pip: 
club, heart, spade. Creamer, platter, 
and sugar bowl are shaped as dia- 
monds. Ideal for card parties, lunch- 
eons, etc. White china service for four 
is decorated with face-card figures in 
full color. $8.98, postpaid, from Mrs. 
Dorothy Damar, 809 Damar Building, 
Newark 5, New Jersey. 


Jet Dishwasher helps you breeze 
through dishes and saves your hands. 
Plastic handle holds liquid detergent, 
has removable cap for filling. Just 
press button on handle to release de- 
tergent, then scrub it into foaming 
action with nylon bristles on brush 
head. Rinse, and dishes are sparkling 
clean. Has built-in scraper for pots 
and pans. In red, green, yellow. $3, 
postpaid, from Handy Andy, Dept. 
TS-3, 64 West 21 St., New York 10. 


The Rock-a-Box makes a delightful 
Easter gift for a child. It’s a Swiss 
music box in a round metal container 
that can be attached beneath the 
child’s rocker. When the chair is 
rocked, the music box plays “Rock-a- 
Bye Baby.” Rock-a-box attaches easily 
with only two screws. $3.98, postpaid, 
from B. Gately, Dept. TS-3, 335 East 
31 St., New York 16. 
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PRICES SHOWN ARE FOR 6-PIECE PLACE SETTINGS 





i Make Your Dreams Come True 


san eqecy Hein be 


Because your Legacy membership gives you more: 


* Thrill to your sterling ot once while you pay out of 
income. Payments start with your first ploce setting. 


Over 200 popular patterns to choose from . .. every pattern 
made by Gorham, Heirloom, Reed & Barton, International, 
Lunt, Wallace, Tuttle, Watson, Smith, and many more. 


Everything by mail . ne solicitors, no salesmen. if you 
have questions about silver or table setting, Priscilla Bedford, 
Legacy Club Secretary, will give you friendly, expert advice free 
Pay only the nationally odvertised price, no 

carrying charges, no interest, no extra costs. 

Tarnish-proof Silver Chest FREE with your fourth 

place setting. Chest will hold 12 place settings 


MORE PLACE SETTINGS .. . SOONER. 
ee 1 place setting ( 6 pcs) $1.93 o month 
\ => 2 place settings (12 pcs) $3.83 a month 
4 place settings (24 pes) $6.93 a month 
\ 6 place settings (36 pcs) $9.93 a month 


Join todey! Fill in the coupon ond receive FREE 
© Solid Sterling Silver Hors D’ceuvre Pick 









\ 


999 SOUTH WaTER Sr. our gift to each new member, just for jeining 
NEW BEDFORD, MASS 


Mail the coupon to join 
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Here’s What You DON’T Learn in School! 
Yes, here it is, eirls: 1955's 101 Othce Short 
Cuts the most rollicking, comprehensive read 
ing ever compiled for the modern secretary 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver 
tising, general othce, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y 














1000 name ano s] 
ADDRESS LABELS 


Your name and address (choice 
of 3 lines) on 1000 fine quality 
gummed labels, WITH I’LAS 
TIC BOX, only $1 postpaid. Six 
orders for $5. THIS IS A SI’b 
CIAL OFFER. Use or tation 


Mrs. Arthur H. Robinson ery, checks, books. greeting card 
1035 Thurmal Avenue > 5 nts . 
Rechesten, few Worn records, et Satisfaction _guar 

anteed. Handy Labels 7 Ja 


person Bidg., Culver City, Calif 








Learn how to 


MAKE MONEY AT HOME 


ADDRESSING ENVELOPES FOR ADVERTISERS 


Use typewriter or plain handwriting. 
GOOD PAY, full or spare time, if you 
know how. Mail $1 for Instruction 
Manual. Sterling, Dept. S$-10, Great Neck, N. Y. 
MONEY BACK GUARANTEE. 








Only by KILUING THE HAIR ROOT con you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 
you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely ond 


efficiently. Used successfully over fifty years. EW 


Seno 5 TODAY FOR BOOKLET ®> BEAUTY 
MAHLER'S, INC, Dept. 85-C PROVIDENCE 15, R. I. 














BY ROBERTA G. PAVLU 
SLEEPILY, hese oP #¢—— FF 
eee! ee. Ree te Se 
Teenie le eee 


I ht SU n, OO” de pp aS ee 


35 TODAY'S SECRETARY @ March, 1955 

















— zs 











TC 


o-.* ae ao 2 @f FF 


< @> ” Seamibiiing through the pe of- 


fle, ~ ££ ae op 0 
anes ey aL ct 


pr 4 


4 


aie pat allt gp 
ee flee iP - OF 

oe 
ala me oT 
C<— 2 , ae ae 
td i tee a 


bay OO" pha. J eT ew 


Sa ee 


> The next thing Betty knew, . fe. 
at, FY £X ip Kat 
onemwv f& «B= & = a 


ant cee 








a ch eae 
pf 0 CA Sigh agp 
he ae 


Ct eee 
pL. 











of2-24 2.2 es 2 S 





words 


Can be Teasers 


BY E. LILLIAN HUTCHINSON 





CHOOSE THE DEFINITION 


1. If your dictator told you to delete the second 
paragraph of a letter, would you (a) indent it, 
b) enclose it in quotation marks, (c) omit it? 


2. A centimeter is (a) an insect having many legs, 
b) a measure, (c) a meter that counts cents. 


3. A presentiment is (a) the sending of something in 
advance, (b) a representation, (c) a premoni- 
tion. 


4. If a blouse is described as bizarre, would you 
understand (a) that it was bought at a fair, (b that 
it is made of two colors, (c) that it is fantastic? 


5. A concentric design is (a) one that contains a 
series of circles one within another, (b) one that 
is queer, (c) one that resulted from concentrated 
study. 





GROUPS OF WHAT? 

Each of the following words conveys the idea 
of a group of things. Give a noun that would be 
appropriate for each. 


l. bunch of 

2. bundle of 

3. assembly of 

1. congregation of 
5. bevy af 

6. flock of 

7. herd of 

8. swarm of 

9. cluster of 


10. shoal 


ONE OUT OF THREE 


Which spelling in each of the following groups 
is correct? 


( Hint: Perhaps all are incorrect. ) 


l. succeed, SUC sede, succede 

2. mimiced, mimicked, mimmiced 

3. conscientous, conseinshus, conscientious 
4. auxillary, auxiliary, auxillaree 

.. Maintainance, Mantenance, Maintenance 
6. vegitable, vegatabel, vegetable 

7. relavant, relevant, revelent 

8. occasionally, ocassionaly, ocasionally 

9. chaufeur, shoffeur, chaufter 


10. Philipino, Filipino, Fillippino 








WHICH PREPOSITION? 


Choose the correct preposition in each of the 


following sentences. 


1. Do not wait (for, on) me if I am late. 


2. He ran down the corridor and (in, into) the 


office 
3. She is very angry (with, at) me. 
4. I cannot be promoted (without, unless) I pass. 
5. Eleanor’s coat is identical (with, to) Grace’s. 


6. She teels that a fur coat is necessary (to, for) her 
comfort. 


7. The design on the cover is different (to, than, 
from) that on the sides of the box. 


8. I plan to stay (to, at) home tomorrow. 
9. He bought the TV set (from, off) the new dealer. 
10. Mr. Sloan’s office is (behind, in back of ) ours. 





QNE SENTENCE OUT OF TWO 
By the use of connectives, make one sentence 
of each of the following pairs of sentences. 


l. Yes, the AB Company gives a large discount. The 
DE Company renders unusual service. 


bo 


W rongdoing has its consequences, These conse- 
quences are often far-reaching. 


3. He locked the safe. He switched off the lights. 


1. Modern art is entirely different from classical art. 
It is not always inferior. 


5. The dollar has depreciated in value. It will no 
longer buy a man’s shirt. 


6. I climbed a hill. I saw a range of mountains. They 
seemed very near. 


qj 
(Key to teasers, on page 48) 





& 
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THE MAGIC 
OF AN IDEA 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


fFXHE MAGIC of an idea that 
| Doctor Gregg had more than 
forty vears ago fired the enthusiasm 
of thousands of teachers and _ stu- 
dents, the idea that incentives 
should be provided for improving 
shorthand writing and typing tech- 
niques and speeds. It was a simple 
idea, born of his interest in ‘the 
problems encountered by teachers, 
students, secretaries, and reporters 
who wanted to make the most of 
their time and talent for profes- 
sional attainment. 

The incentives took the form of 
attractive certificates and pins for 
qualifying on tests sponsored by the 
Awards Department. This service 
has grewn more and more popular 
over the years, and the program 
has now been rounded out by add- 
ing bookkeeping and transcription 
credentials also. More than 5,000,- 
000 shorthand writers, typists, and 
bookkeepers have earned these 
awards. 

The magic of that same idea can 
set afire your imagination, and 
bring you closer to the attainment 
of your goal. Try taking the tests 
this month and see for yourself. 

A basic requirement of good 
stenography is the writing of good 














notes. If you can read your short- 
hand as rapidly and accurately as 
print, you have the style of notes 
that will admit you into the Order 
of Gregg Artists. There are three 
certificates to be earned: the Jun- 
ior OGA Membership Certificate, 
the OGA Membership Certificate, 
and the Certificate of Superior Mer- 
it (for really expert penmanship ). 

If you are a student, can 
probably earn the Junior OGA 
Membership Certificate at the end 
of the first semester of shorthand. 
If you are an advanced student or 
a stenographer, you should be able 
to qualify for full membership in 
the OGA. 

If you are a teacher or a short- 
hand reporter, or if you just love to 
write shorthand as a hobby, strive 
for the perfection of notes required 
for the Superior Merit Certificate. 

While the Junior and Senior cer- 
tificates are sized conveniently to 
fit into the Achievement Record Al- 
bum (used by many stenographers 


you 


and students as evidence of their 
attainment and skill when applying 
for a position ), the Superior Merit 
Certificate is 8% x 11, beautifully 
engrossed, and when issued with 
either the red or gold seal will make 

















TYPING TEST SALE! 


While still in stock, you may ob- 
tain a supply of last year’s Com- 
petent Typist Test leaflets at $1 a 
hundred. Only the September and 
October, 1953, and the 
through June 
at this price. 
state 


January 
issues of 1954 are 
available 
Please clearly how many 
These 
sold only in units of one 
hundred or leaflets. Remit- 
tance must accompany the order. 
We cannot bill at this price. 
Please send orders to Gregg 
Awards Department, 330 West 42 
Street, New York 36, New York. 


of each test you require. 
tests are 


more 











a most attractive diploma for fram- 
ing and hanging in your studio or 
office. 

Many typists all over the country 
are ambitious to qualify for the 
higher speed awards in _ typing. 
Among organizations subscribing 
for, or otherwise interested in, the 
Competent Typist Tests are the 
Federal Bureau of Investigation, 


United States Credit Rating Bureau, 
The San Francisco News Company, 
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New England Mutual Life Insur- 
ance Company, and many, many 
other firms. 

If you are a student in the second 
semester of typing, you can qualify 
for the Junior OAT Certificate by 
taking the test on page 43. Next 
month, if you typing forty 
words a minute, you may take the 


are 


won both OAT Awards, you can 
continue to earn Competent Typist 
Certificates and Pins each month up 
to any speed attained. 

If you are now typing thirty 
words a minute, strive this month 
for forty words. If you are writing 


OGA 
SUNIOR 


This material is “loaded” with 
easy joinings and with fluent blends. 
Practice this test as many times 


as you like, trying to get a 
light, smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line o1 
in narrower columns: you may use 


ither blank or ruled paper. Shorthand 


notebook paper is fine. 
Your writing may earn yau a 


Junior OG A certificate or pin. 


wees ens 2.me ease 2 @ 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 
write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 
the Order of Gregg Artists. 


Senior OAT Test. After you have 








forty words, strive for fifty words. 
You can qualify on the Competent 
Typist Test at eighty or even one 
hundred words a minute if you try! ’ 

The Competent Typist Test may 
be practiced as often as you wish, 
but the test that submit for 
an award be timed for ten 
minutes under the supervision of a 


you 
must 


teacher or an office supervisor, who 
will sign the affidavit that must ac- 
company the test. 

The examination fee for the small 
certificates is fifteen cents, while the 
fee for the Superior Merit Certifi- 
cate is fifty cents. The gold emblem 
pins (OGA, OAT, CT, 


and short- 





hand speed pins) are fifty cents 
each. The gold and enamel pins 
(OBE; 60-, 70-, 80-word C. T.: and 
Gregg Ovals) are seventy-five cents 
each. 

The tests offered by this depart- 
ment are available to secretaries 
and office workers, as well as to 
students, and the Awards Instruc- 
tion Booklet and application blanks 
will be mailed, on request, to bona 
fide supervisors, personnel mana- 
gers, or secretaries in charge of per- 
sonnel as well as to teachers, Ad- 
dress your requests to the Gregg 
Awards Department, 330 West 42 
Street. New York 36. New York. 
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Supply your own address and the current date, and 
use your own name for the signature. Mr. William 
Walters, 3928 Fourth Avenue, Columbus, Ohio. With 
this note, I am enclosing a new copy of page 19, which 
you revised after the entire manuscript was placed in 
your hands; also two new carbon copies. 


The charge for this extra page is included in the 
following statement: 


29 original pages without tables @ .20 $5.80 
12 original pages with tables @ .50 6.00 
82 carbon copies @ .05 4.10 


TOTAL $15.90 
I thoroughly enjoyed the privilege of working with 
you on this pruject and hope that your publisher accepts 
the manuscript. If I can be of service to you again, 
please let me know. Sincerely yours, 














Walters _-44- 


since the rules are really essential ones, it is surprising 


FUNDAMENTAL FACTS teent’ 


thet so few office workers have them well in hand. There are 
ten situations in which numbers will always be written in 
full--that is, spelled out, not written in numerals) 6very 
office worker should know what they are: ; 

Rule 1. Gccelclen the numbers one to ten are written 
out(;) Gxempl¢? "The plane has four jet engines," and "She 
has five dogs and two cats." 

Rule 2. Always write out anna Cia Gxamples: 
"About ten thousand persons should come,” and "We are count= 
ing on nine hundred or more venvatiehens.” 

Rule 5. Always write out numbers that start a sentence; 
Examples: "Twenty-eight players took part," and "Twoxhundred 
twelve men enlisted.” 

Rule 4. fatayd write’indetinite amounts of money() 6x= 
amples: “He had several hundred pennies,” and "They gave 
thousands of dollars to the school." 

Rule 5. Always write out numbers that are ordinal) 


_~_— 


bmaton: “St is their first anniversary," and "It was her 


= 
=> 


twenty-fourth birthday." 


Rule 6. Always ite gut general ages and years() Cx- 
— ss fe PORMAL AL t Abrrael ay” = 
emples: "He abt peed saliniacater 15 oye and "It hap- 

pened in the nineteenth century." 


Rule 7. Always write out the names of centuries and 
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OAT 
JUNIOR 


Arrange this letter on a 

full sheet, making sure that your copy is 
(1) neat (type clean and clear) and 
well placed, (2) without 

strikeovers or typographical 

errors, (3) uniformly indented through- 
out, (4) double spaced between 
paragraphs even in single-spaced 
material, and (5) correctly 

spelled and punctuated. 


Copy may be retyped as often 
as you wish. Then send us the 
best specimen’ you type. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
© Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * March 
copy is good as membership tests for 
OAT. CT (page 46), and OGA awards 
until April 20, 1955. 











OAT 
SENIOR 


Senior candidates must 

type this month’s complete production 
project—the corrected manu- 

script page (alongside) with two 
carbon copies, plus the Junior 

Test letter that appears at the 

top of the page. 


Plain paper is to be used for 

both parts of the project—white for 
the originals, colored paper 

for the carbon copies if available. 
Only the second carbon need be 
submitted to us with the 

letter, instead of all three enclosures. 


You may practice the copy 
until your specimens 
represent your very best work. 


43 
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How Kitty Got His Name 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 
Phis material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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oa 








git 
all 


als 
ale 


an, 


Art 


bal 
bla 


bla 
blo 


boo 
brie 
Bris 


bull 


cal¢ 


cale 


can 


carb 
carb 


cote 
cell, 


cell 
cerme 


chal 
chec 


chec 
chec 


chror 
class 


clip 
cock 


Coin 
colle 


color 
colun 


comm 
Comp. 


Comp: 
Comp: 


const 
Copyh 


Copy i: 
Corpo. 
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Office Supply Terms in GREGG SIMPLIFIED 


oo, fg 


adhesive thinners 4 
eG 


acetate pockets 


rout 


air-mail envelopes G@—<_— 


albums ie 0! ° 
alphabetic eG a 
aluminum of 7 
angular = eee > 
appointment books cg 
= 

* Foal a 3 
Artgum QE = 
otlases ow? 

os 
oO 

automatic ~~ 


& ~~» “a 


auxiliary guides 


ball-point pens 
blackboards 


blackboard erasers 
blotters 


bookcases 
bookholders 


brief cases G 
q 


Bristol board 


bulletin boards 
calculators 


—2@_—. 
calendar refills ——_ 
canary yellow =e 


carbon paper 
carbonized 


catalog envelopes -” io 
cellophane tape € 7 aa 


ems | 


oa 


oa . 
oo 


celluloid 
cement adhesives 


chalkboard 
check cancelers 


check protectors 
checkwriters 





chronologic 
clasp envelopes 


ae es 


i eee 


clip boards 
cockle-finish 


coin wrappers 
collating trays 


-~ te 
es reé 
colored pencils —>+,__— 


columnar pads - Ct 
PR ta , 


commercial envelopes —2—<7 — 


Cx 


composition books rg 
3 


computers ge 
a a 0) 
“_ 
ee 
ae 


construction poper 
Copyholders 


Copying pencils 
Corporate seals 


PL, 


Compiled for Today’s Secretary by Rose Cushman 


correction fluid 
ae 


corrugated pom 
a 

crayons ~a& <1 

daters ae 


denatured alcohol 


desk blotters ae é 
eS - 


desk calendars 
diagonal 


dictionaries 
dispensers 


dividers 


duplex envelopes ~ 


duplicator fluid <> ce 


embossed 


envelope openers 


erasing shields ef <e 


expanding wallets Ee a” 
eyelet punches ual” ro 


fg =) 
ye 


x om 


Leze 


fonfold labels == —- 
featherweight - 
fiberboard 


file cabinets 


follow-up stickers 
fountain pens 


gelatin duplicators / 7 (bn 
geographic ps A 
gummed tape e- oe a t 
hand cleaner a i 

i 
heavyweight J 
hectograph =, 


horizontal 


indelible ink al 


index cards 
India ink 


ink eradicotor 
inkstands 


insertable 
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MARCH COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gros 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 








Words Words 


History tells us that our first parents’ 8 them. Then, should their gardens not 35 
lived in a garden and that they were 15 live up to their expectations, they have 3x 
especially happy. Perhaps it is the 23 a good excuse to offer. 329 | 
memory of those better days that en- 30 In the second group are those who 335 
courages almost everyone to do some- 37 list their needs and make their selec- 3 
thing about sowing and planting just 44 tions. They also plan their work 3% 
as soon as the ground can be worked 51 thoughtfully and have everything in 3% 
in the spring. Hardly have the Christ- 59 order when their purchases arrive. 364 
mas cards been read and put away when 67 They plant eagerly and do the required 37 
the mails are filled with catalogues of 75 work so long as things are going well; 3% 
seeds and supplies; and, although the 82 but, when the weather is against them, 387 
winter snow may still coverthe ground, 9% they give up rather easily and leave 3% 
our would-be gardeners in the comfort 98 their gardens to get along as well as 4 
of their warm homes entertain them- 105 they can, which results in little or no 410 
selves and plan for the things they can 113 harvest. 412 
plant in their back yards as they revel 121 The really productive gardeners are 42 
in the pictures of the perfect specimens 129 the ones who put in extra work when 427 
they see there. 132 the going is bad. They fight the plant 435 

There are all the old favorites, such 140 enemies all the harder, and water when 44 
as large red tomatoes and beans and 147 others have given up; they know that, 45) 
long cucumbers. But much as they en- 154 when plants reach maturity, the larger 4% 
joy them, they would be disappointed 162 part of the work has been completed, 46 
if there were no new varieties to won- 169 but that a little extra care at this point 47 
der over. There are, though—new hy- 176 will make a great difference in the 481 
brids that take on the better qualities 184 yield. We say that these people are for- 48 
of their families, flowers in various col- 192 tunate or that they havea greenthumb, 47 
ors and sizes, and shrubs that will with- 200 for their gardens look fine and produce 5 
stand the changing whims of Nature. 208 abundantly. However, they know from _ 513 
It makes little difference that they 215 long experience that if one co-operates 521 
planted the same kind last year andthat 223 with Nature so that she is able to do 52 
the plants failed just as soon as hot 231 her work, she pays not only the prin- 58 
weather arrived; the book is so con- 238 cipal but adds a high rate of interest. 5H 
vincing that they are hopefully per- 245 As in many other fields, there are 5 
suaded to try it again. Surely the 252 specialists in gardening. Men usually 5% 
weather conditions will be different 260 prefer to work with vegetables or trees 5 
this year. 262 and shrubs, while most women prefer 57 

There are three kinds of gardeners. 269 flowers. This may be because men are Si 
First, there are those whose enthusiasm 277 the providers for their families and like 
ends with the reading of the catalogues. 286 to raise the things that help out the 
When the time for work really comes, 293 family budget, while women are inter- 6H 
they are usually too busy and may even 301 ested in beauty. This is not alwaystrue, 6 
employ someone to do the work for 308 though. 6l4 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Dr. Adelaide Kauzer, of the State Teachers College in Emporia, Kansas 
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SPEED PRACTICE 





The material below is the same as 
from shorthand, 


the C.T. Test across the page. and it is provided so 
Compute your rate on this word-counted materi 


nd compare your speeds of typing from print and 
oe whe ] 
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@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient 
typing. 

Designed so it will hold even a heavy 
book without tipping. Made of heavy-gauge 
steel with 
94” high, 


can afford one for every typist. 


sott grey finish. Size, 7” wide, 


5” base. So low in cost... you 


ORDER NOW by mail if not available 
from your stationer. 


—-— - 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street Chicago 5, Illinois 







































SHIFT 
The Responsibility 
to ACCO! 


Let ACCO Fasteners and ACCOBIND 
FOLDERS take the responsibility of your 
paper-keeping, paper-finding. Filed papers 
will always be where they should be, where 
you can find them in a jiffy. 
ACCO-binding does away forever with 
“seatteration filing’—loose papers, messy 
folders, lost sheets. ACCO-binding saves 
time, tempers and money. It can be the 
difference in efficiency that spells profit. 
Remember...AN ACCO BOUND PAPER 
IS A SAFE PAPER. Ask your stationer. 
ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO punches 
and other filing supplies 
ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: ACCO Canadian Co., Ltd., Toronto 
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BRIGHT YESTERDAYS 


(Continued from page 8) 


TESSIE ASKS EXPERTS 


(Continued from page 11) 
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MR. KING FIRST TOLD ALICE he was 
sorry that she was so unhappy work- 
ing tor them. Alice assured him she 
wasnt really unhappy—only, things 
were different since Mr. Bucknell 
had left. “That's just what I mean,” 
said Mr. King. “You constantly refer 
to what was done yesterday. In- 
stead of growing and improving 
your techniques and procedures, 
youre always ‘harping’ on what 
was done last year or two vears ago 
when Mr. Bucknell was in charge! 
We all liked Mr. Bucknell. and we 
were sorry to see him go. We appre- 
ciate your loyalty to him while he 
was here. But now how about show- 
ing a little of that loyalty to your 
organization—the organization that 
pays your salary?” 

Perhaps Mr. King wasn't as tact- 
ful as he might have been; and, if 
he had been able to read Alice's 
mind, he might have been able to 
help her more. At any rate, he 
would have pointed out to her that 
“Private Secretary” is just a term—it 
means different things to different 
people. A secretary who can adjust 
to the ways and habits of three men 
is often more valuable than the sec- 
retary who works for one person. 
He might also have told her that if, 
for some reason, she had to leave 
the company and wanted to get an- 
other job, the recommendation of 
three people might carry 
weight than that of only one. 


more 


After Alice’s talk with Mr. King,: 


she took inventory and had to admit 
to herself that he was right. She 
was still doing the same work she 
had been doing (and enjoying), 
though now, instead of taking in- 
structions from one person, she was 
taking them from three. So, trying 
to be objective, she jotted down all 
the things she had been doing 
since Mr. Bucknell’s departure and 
decided that in the future— 

1. She would try to see her job 
as part of a whole pattern. 

2. She would welcome sugges- 
tions and adapt to new methods. 

3. She would learn to know and 
appreciate the problems her bosses 
were facing. (And not become one 
of those problems! ) 

4. She would try to expand her 
job and grow with it. 

A tall order, but Alice could do 
it—and did! 








————_ 


focus 


your attention more steadily on 
what you are typing. That seems to be 
largely a matter of will power. There js 


one drill that many typing teachers, in- 
cluding myself, will recommend your 
tackling when you catch yourself wander- 
ing off from your copy: 

Type a line or two backwards, letter 
by letter. Doing this forces your eyes to 
tocus sharply and steadily on what you 


are copying. This chases other thoughts 


out of your mind and, for a while at 
least, enables you to concentrate much 
better, 

@ Tessiz: Mr. Zoubek, a young lady 
writes, “I have recently taken a POsi- 


tion in which I shall us« 
“Howe ver, sometime 


no shorthand. 

I plan to go back 

into the secretarial field; and I am won- 

dering how I can keep up on my speed 

in shorthand when I will be using none 

in my present job. 

“What would be your suggestion?” 
Zovusek (shorthand two 


things that I would do to keep up my 


‘ here are 


shorthand speed 


l. Read and COpy as much printed 
shorthand as possible. Perhaps you still 
have the books from which you learned 
shorthand. Don't let them gather dust! 

2. Take as much dictation as you can 


from phonograph records or tapes, ot 
from radio or television programs 

Or, you may wish to enroll in a night 
school that offers dictation perhaps twic« 
a week. This may be the simplest, most 


effective course for you to follow. 








Words 


(Key to teasers on page 40) 


GROUPS OF 

Typical flowers, 
keys; 2. papers, hay, laundry; 3. 
commiittec 


WHAT? 
answers: 1. carrots, 


dele ” 


gates, members; 4. worship- 


ers; 5. quail, women; 6. sheep, geese, 
cattle, buftaloes; 8. 


precious stones, flowers, stars; 10. fish. 


WHICH PREPOSITION? 


birds; 7. insects; 9. 


l. for; 2. into; 3. with; 4. unless; 5. 
with; 6. to; 7. from; 8. at; 9. from; 10. 
behind. 

CHOOSE THE DEFINITION 

l. c; 2. b; 3. c; 4. c; 5. a. 


ONE OUT OF THREE 

1. succeed; 2. mimicked; 3. 
tious; 4. auxiliary; 5. maintenance; 6. 
vegetable; 7. relevant; 8 
9. chauffeur; 10. Filipino. 
ONE SENTENCE OUT OF TWO 

1. Yes, the AB Company gives a large 
discount, but the .................... 2. Wrong- 
doing has its consequences, which are 
often far-reaching. 3. He locked the safe 
and switched off the lights. 4. Although 
modern art is entirely different from clas- 
sical art, it is not always inferior. 5. The 
dollar has depreciated in value; for e% 
ample, it will no longer buy a mans 
shirt. 6. I climbed a hill, from which I 
saw a range of mountains that seemed 
very near. 


conscien- 


occasionally; 
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OFFICE SHOPPING CENTER 





its full length. 
inside to 


Aluminum shade is white 
provide illumination without 
glare; can be brought down as close to 
your work as necessary. In ivory, black, 
mahogany, sea-foam green, and dove 
gray. With 37-inch arm, $23.95; 30-inch 
arm, $21.95. See your office equipment 
dealer, or write Luxo Lamp Corp., Dept 
TS-3, 112 Columbus Ave., Tuckahoe, N.Y. 





Tel-Eze, a attachment that en- 
ables you to answer the telephone with- 
out earrings. The small, 
partial lightweight plastic juts 
out trom the recelver, SO there Is no con- 
tact against the Shape of the 
enter, pertorated portion is said actu- 
ally to lmprove the acoustics of the receiv- 


new 
removing vour 
cup. ot 


earring. 


er. Snaps on or off easily. Can be posi- 
tioned to suit your own way of holding 
black, red, blue, 
green. $1, postpaid, from Eze Company, 
Dept. TS-3, Box 719, Calif. 





the receiver. In Ivory, 


Hawthorne, MP File Shelf attaches firmly through 
the handle ot 
to provide 


any filing cabinet drawer 
a convenient, steady working 
area. Made of heavy-guage aluminum, it 


is ll 


Papers or 


inches wide and 
filing baskets be placed 
on shelf for ready reference. Turned-up 
sides prevent material from slipping off. 


13% inches long. 


may 


Rubber bumpers protect finish of file 
drawers. Shelf may be hung on guide- 
rod knob of drawer when not in use. 





About $7.95. If not available at your of- 
fice supply dealer's, write Metal Products 
Engineering, Inc., Dept. TS- 1000 Long 
Beach Avenue, Los Angeles 





3, 
38. 
Tabbies. New—printed transparent tabs 

indexing. No typing or 
Self-sticking; can be used 
over printed matter and attached to any 
paper, even tissue. Standard index sheets 
include alphabets, months, numbers, etc. 
If not available write Superior 
Printing & Loose Leaf Company, Dept. 
rS-3, 900 N. Franklin, Chicago 10. 


tor easy insert- 


needed. 


ing 


locally, 





Vert-A-Sort is a new improved verti- 
cal sorter. New features increase speed 
and ease of operation, decrease opera- 
tor fatigue, offer new efficiency in sorting 
checks, invoices, accounts receivable, sales 
slips, etc. Metal guide-rings on each in- 
dex card assure practically frictionless 
ride on chrome-plated steel rods. Cards 
are easy to move, easy to find. For fur- 
ther information, send for free booklet, 
“Kohlhass Vertical Sorters . . . the Prod- 
uct and the Answers for Sorting Efficien- 
cy.” Write The Kohlhass Co., Dept. TS-3, 
8012 South Chicago Avenue, Chicago 17. 





Luxo’s New Desk Lamp has sleek, 
functional design. The highly maneuver- 
able arm is made of steel tubing and 
Springs on a firm steel base. The lamp 
turns in a full circle, can be extended 
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MODEL 70 


$195.00 


(plus tex) 


MODEL 76 
ELECTRIC 


$325.00 


(plus tex) 


401 CONQUEROR 


SPIRIT DUPLICATORS 


with ALL the features . . . 
@ Print 120 or more copies per minute. 
@ Print 1 to 5 colors, in one operation. 


@ For clean copies Conqueror 
features include—Raise-and-Lower Con- 


sharp, 


trol . . . Adjustable Fluid Control... 
Built-in Reset Counter ... Pressure Con- 
trol . . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time “push-button” 
automatic electric duplicating . . . gives you 
complete freedom from manual effort. 


Write today for descriptive booklet 


THE HEYER CORPORATION 


1864 S. Kostner Ave. Chicago 23, Illinois 
Quality Duplicators and Supplies Since 1903 


Show your boss how to 


CUT OFFICE 


OVERHEAD! 
ee 


It's NEW... It's FREE... 


It’s our monthly newsletter, STATIONERY 
TOPICS. It's 


specials on everyday office and station- 





loaded with money-saving 


ery supplies as well as interesting read- 


ing matter. 


Use this convenient coupon for your 
FREE copy! 


J. J. LESTER & CO., INC. 
305 Canal St. (off B'way.), Dept. T$2, N.Y. 13 


*‘Mail Order Stationers to the Nation’ 


ADDRESS 


CITY STATE 


NO SALESMAN WILL CALL 
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Pencil of the year 


wites far Smoother 
asts far longer 


SEMI- HEA 


; 

with NEW lag 
LANOLIZED LEAD ses 
Secretaries will marvel at these easier, [% 
smoother writing Semi-Hex pencils with Pe 
new LANOLIZED LEAD. Easier to get [3 
work done — whether shorthand or gen- g 


eral office work. 

Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 
resistant! 

Get these benefits at no extra cost... on 
a money-back guarantee. Get your supply 


of Semi-Hex with LANOLIZED LEAD . .. 


a0. 


+ Vte GEN, 








today! At leading stationers. 


Write us, Dept. S., for a free trial pencil, 
naming your favorite degree. 
5 Degrees: 1-2-22/4-3-4 


GENERAL PENCIL COMPANY | 


Jersey City 6, New Jersey 








ADVANCED DICTATION RECORDS 


For developing office skills. Here’s the best way of familiariz- 
ing students with the kind of dictation they will experience on 
the job . .. untimed, with additions, corrections, deletions. 
Designed for use upon completion of theory. 12-inch, 78 rpm. 
Six records to the set. Complete with album: $12.00, net, plus 
postage. 


SUSTAINED DICTATION RECORDS 


Staying power is assured when you incorporate this brand-new 
series into your advanced teaching and home-studying pro- 
grams. 10-inch, 78 rpm. Records one through four give business 
letters keyed to Preview Dictation, by Zoubek. Five and six 
give Congressional Record material. Six records with album: 


$12.00, net, plus postage. 


DICTATION RECORDS FOR 
GREGG SHORTHAND SIMPLIFIED FOR COLLEGES—Vol. 1 


First ten records are based on the Reading and Writing 
assignments in the text. The last two give practice on brief 
forms and derivatives, and the 400 most-used business letter 
phrases. 12-inch, 78 rpm. Complete set of twelve with album: 
$24.00, net, plus postage. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 
New York 36, 330 W. 42d St. 
Chicago 6, 111 N. Canal St. 





San Francisco 4, 68 Post St. 
Dallas 2, 501 Elm St. 











SECRETARY TO A TOP PRANKSTER 


(Continued from page 15) 





dations. She makes the reservations for all Art’s trips 
(including last summer’s jaunt to Africa) simply by 
telephoning a travel agent. A more unusual responsi- 
bility is knowing her employer’s shirt size, hat and 
shoe size, etc., so that she can answer inquiries about 
costumes. Or she may be asked the details of his youth, 
for Dick Pettit, Art’s publicity man, may show up with 
a writer who needs to get some specialized biograph- 
ical information. 


NORMAL FAN MAIL for House Party, which is currently 
rated among the top five of all daytime shows and the 
only Hollywood broadcast sent coast to coast over 
both TV and radio five days a week, does not come to 
Lee at all. Nor do the contest entries—those filing racks 
amount to practically a miniature post office. 

Hundreds of the letters received ask Linkletter to 
emcee at benefits. He answers every one of these per- 
sonally, dictating many of his replies word for word. 
On others, he gives Lee the reason, “Tell them I'll be in 
Honolulu that week.” Often he accepts, giving several 
hours to the Community Chest or the YMCA (one of 
his favorite projects ); and Lee helps him in rounding 
up musicians and actors willing to perform free. 

He also thanks personally all the people who send 
sincere gifts. Everything imaginable comes to his’ desk, 
from handmade doilies to a keg of butter sloshing 
greasily after its long trip through the mails. 

Being no “gadget man,” Art likes to keep his desk 
cleared, and is great for cleaning up all the work in 
sight in one spurt. Given a quiet afternoon, he may 
dictate enough material to keep Lee busy for four or 
five days. He also adds regularly to a book he is com- 
piling, preserving the unconscious humor of the school 


children he interviews. 


WItrH FEW EXCEPTIONS, Lee’s days are’ well filled; but 
she is seldom asked to stay after five o’clock. Now that 
“People Are Funny” (the nation’s No. 1 radio show) 
has gone on TV, her work load has increased—not be- 
cause Lee has any direct contact with the night broad- 
cast, but because Art’s own work has multiplied. 

Having a boss as consistently cheerful as Art makes 
everything easier, especially on a foggy Monday morn- 
ing. “If I ever come in feeling rotten, he cheers me up,” 
she says. Few men are so even-tempered when things 
go wrong. Without speaking from personal experience, 
Lee knows that, when Art feels a correction must be 
given, he never blows up or embarrasses an employee. 
Instead, he will call the offender in privately, explain 
just exactly what he didn’t like, and then wind up the 
interview by telling some joke. And he never refers to 
the matter again. 

When Lee came to work for Art, she had long hair; 
but one day she arrived wearing a shaggy “Audrey Hep- 
burn” haircut. She was anxious to know how Art liked 


(Continued on page 54) 
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ANYONE FOR PARCHEESI? 


(Continued from page 17) 





\ person never grows old if he is able to develop 
new interests or maintain activity in interests estab- 
lished earlier. Too many people, though, accept the 
fallacious idea that they will have plenty of time 
when they are older to develop hobbies or outside 
interests. You may find when the time comes that 
you are ready to retire that you are no longer capable 
of developing new interests. This is a common prob- 
lem. Many people, particularly women, devote so 
much of their lives to their children that, when the 
children leave home to start their own lives, the 
parents are completely lost. The person with a variety 
of interests is bound to be more self-reliant and re- 
sourceful all his life. 

One way to develop a wide variety of interests 
is to be willing to try things that come your way. 
If, the next time you are out dining, someone sug- 
gests you try some goose liver and truffles, what 
would you say? Perhaps you'd hesitate. But, if the 
person explains that this is paté de foie gras, a 
world-famous delicacy, you ought to be able to say, 
“Sure. I'll try anything once.” 


THE MORE THINGS YOU ARE WILLING TO TRY, the more 
things you are interested in, the more interesting 
a person you will be. You won't be a slave to 
commercialized “canned” entertainment, and you 
won't be hopelessly adrift if, unexpectedly, your main 
interest in life changes or disappears. Now is the 
time to analyze your recreational activities and to 
start developing new interests. Now, while you are 
young, you should create a wide range of inter- 
ests and the habit of not rejecting new things just 
because they are new. To help you evaluate your 
pattern of recreation, here are a few standards to 
guide you: 

1. Select activities that add to or strengthen your 
natural abilities. This is another way of saying, de- 
velop your present aptitudes; make them grow. They'll 
help you build confidence in yourself. 

2. Develop some activities that can help over- 
come your weaknesses. If you feel ill at ease at 
social functions, learning to dance well can help 
banish this feeling of awkwardness. 

3. Try to pick a hobby for its long-term gain. 
Playing on a basketball team may be a_ pleasant 
activity, but sooner or later it will have to give way 
to something less strenuous, like ping-pong or golf. 

4. Vary your leisure-time activities. Remember that 
hobbies are meant to re-create your energy so that 
you will be better able to cope with life’s situa- 
tions. 

9. Make certain your recreational pattern pro- 
vides for solitary as well as group enjoyment, stimu- 
lating as well as relaxing kinds of activities. 

6. Avoid too many thrill-seeking forms of enter- 
tainment. 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 





7 


RNVNVNOW 


Manufacturing Company 
Framingham, Massachusetts 
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MAKE YOUR OWN INDEXES 


And SAVE 56% Typing Time 





The New, Exclusive ’ 
INDEX 


AICO TYPERITE j,gaing 


With Typewriter Spaced Insert 
Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 


For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this time-saving feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 





INDEXES 





SMILE WHEN YOU SAY THAT! 


(Continued from page 28) 
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Here's how to use 
WALLET SIZE APPLICATION PHOTOS 


You can win lasting friends and find advanced business 
opportunities by using these popular wallet copies of your 
favorite portrait or photo. Wonderful as gifts between relatives, 
as gifts to high school and college brothers and sisters (from 
their portraits) and as pictures for use on employment resumes 
and when answering help wanted ads — You receive FREE, 
three full pages a one-page sample resume and two pages 
of instructions to help you prepare your resume to get the 
better position you deserve — Your original portrait or photo 
returned unharmed with 20 top quality 2% x 3% silk finish, 
double weight photos and FREE sample resume for $1. 

20 FOR $1— You'll love your pictures or money returned. —50 FOR $2 





APPLICATION PHOTOS, Dept. 21 20 | 
| Box 271, Salem, Mass. 
| We enclose portrait or photo and $__ for = FOR | 
wallet photos and free sample resume and instruction sheets. $1 | 
NAME ee a | 
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ADDRESS ee ee ee | 
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HOW TO “SPIFF UP” A 
STENCIL 


(Continued from page 21) 











more striking than tinted paper, but it requires more 
skill. However, some experts can print as many as 
four colors at one time, and it’s quite possible you'll 
become expert in the use of color, too. 

To print in one color, you can always drain the 
black ink from your mimeographing machine, clean 
the drum. put on a clean cloth. pour in the colored 
ink. and take off from there. But that’s messy, and a lot 
of trouble. It's worth while only if you plan to run off 
at least a thousand copies of the stencil. 

Instead of all this, you can put an intercepting 
“covét sheet” around the black ink cloth, put a clean 
cloth over the intercepting sheet, and begin from there. 
You can buy cover sheets, but the backing sheet from 
your stencil will work almost as well. You have to 
brush the ink on the clean cloth, since the ink isn't 
coming through the drum. One painting will take vou 
through approximatey 100 copies, then you should 
brush on more ink. You can print in one or several 
colors. The colors should be at least one inch apart, 
however. And, to help keep the inks from running, 
you can paint around each color area with a heavy 
line of correction fluid. To print two colors close to- 
gether, you will need to make separate stencils and 
use two inking cloths. 

Alignment. Any mimeographed sheet will look 
smarter and more professional if your right margin 
is as straight and even as your left. Decide what your 
margins will be, set your typewriter, then type your 
copy in rough draft. Do not exceed the right margin. 
Put 
make 


vour right margin even. Sometimes, you will put only 


\fter you have the copy in rough, go over it. 
evtra spaces between words or sentences, to 
one space between sentences to make your right-hand 
margin come out straight. The extra spaces will not 
be noticeable if you take care that one is not directly 
above the other. You'll find a justified (straight) right- 
hand margin particularly effective when you wish to 
give emphasis to material by setting it inside or out- 
side your regular margins. 

Basie Craftsmanship. No mimeographing job 
will look smart and professional unless the typing is 
clean, smooth, and even. If you can type your sten- 
cils on an electric machine, half your problems are 
solved. If not, practice for smooth, even rhythm, and 
remember to use a lighter touch when striking periods 
and commas. Clean the type on your typewriter often, 
at least twice during the typing of a stencil—once when 
you begin and, again, halfway down the page. There 
is no substitute for basic craftsmanship. 
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PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 


Department $ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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Have the Facts 
At Your 
Fingertips! 
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NU-VISE STEEL SIGNA 
FOR “VERTICAL” SYSTEMS 


finder Head * cr ) 

bd a »” mat i7¢ 
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What good are records if you can t NU-VIZ STEEL SIGNALS 
; FOR “VISIBLE” SYSTEMS 


find what you want when you want it? 


That’s why today’s secretary relies 





more and more on Graffco Signals 


‘ 


3 
2 
CELLUGRAPF TRANSPARENT 
SIGNALS FOR “VISIBLE SYSTEMS 


-—@e 
F 


Available in many designs and 


and Maptacks to guide her search for 
information, to remind her, to flag her 


attention. 
4 


colors to vitalize records and | MAPTACKS 


coordinate system « outrol. ast} 


At your office supply dealer or 
GEORGE B. GRAFF - 
COMPANY 

54 Washburn Ave., Cambridge 40, Mass. 


SIGNALS 
and MAPT ACKS 
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Enroll in the 


University of Denver 


l-yr., 2-yr. and 4-yr. 


SECRETARIAL PROGRAMS 


Designed to prepare you for secretarial posi- 
tions at administrative and executive levels. 
By completing the four-year program leading 
to the B.S.B.A. degree, you can also become 
certified to teach business subjects in high 
school and college. 

For catalogue and other information, write: 


DR. EARL G. NICKS, Chairman, Dept. of Business Education 
Room 306, Business Administration Building 
University of Denver, Denver 2, Colorado 








THE VERY BEST VALUE @ 
IN COPYHOLDERS 


STAND-B 


© Patented Knee-Action Grippers 
Hold All Copy Securely 
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SECRETARY TO A TOP PRANKSTER 


(Continued from page 50) 





it. Whenever she mentioned her hair, however, he’d 
change the subject or seem too busy to answer her, 
Then a girl with a similar haircut came on stage during 
the fashion-advice portion of House Party, and Art 


made a disparaging remark—Lee’s first indication of 


what he had been too gracious to sav. 


LEE HAS WORKED in and around the fringes of show 
business all her life. having begun singing professionally 
while she was in high school in Texas. From there she 
went to the University of Chicago, paying her way by 
modeling. She might have sung at the Blackstone Hotel 
in Chicago, but on the day that the job offer arrived 
she got married. 

The marriage didn't last, but it did result in her 
moving to California. Although she had a daughter. 
lee went back to college and then into publicity work. 
She had taught herself typing by then, but she found 
herself missing out on good jobs because she couldn't 
take shorthand. That was when she decided to study 
Gregg at night. She worked four vears on the show 
“This is Your FBI.” When it was dropped, Lee applied 
for a job with John Guedel Productions—having heard 
that Art was looking for a secretary. The tvpe he was 
looking for was Lee. And they've made a good work- 


ing team. 


LLEE SHARES AN OFFICE with the script girl of “People 
Are Funny” and with Mr. Guedel’s secretary. As most 
people know, radio history was made back in 1942 
when Art Linkletter joined John Guedel’s stunt show, 
“People Are Funny.” Since then, thousands have 
fainted, fought, laughed, lied, and lamented before 
the world’s most unceremonious master of ceremonies. 

But however much a prankster Art Linkletter may 
seem to his public, joking is not carried over into 
his office. For all his wit, he is primarily a business- 
man. Among his many financial interests are a photo 
developing company, lead mines, oil wells, manu- 
facturing plants, plastics, warehouses, a Hollywood 
charm school, radio shows, restaurants, bowling alleys, 
a skating rink, and a construction material business. 
He has a $12,000-a-year accountant just to keep track 
of his investments and taxes. 

Luncheons, for Art, are frequently business confer- 
ences to consider some pending deal or to discuss 
policy. But, now and again, he has a free day, and it’s 
not in his gregarious nature to lunch alone. There al- 
ways are last-minute luncheon groups forming, and 
Art will come out to see who’s going where. He joins 
in with the gang, sociably refusing to talk any business. 
He and Lee are both watching their waistlines, and 
they chide one another away from tempting desserts. 

No wonder Lee feels “it’s especially nice working for 
someone as congenial as Art,” and is glad that she de- 
cided, after all, to go back to school and learn short- 
hand. 
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BY SHAN O’LAUGHLIN DURKIN 


WHY 


I Ask You 


NEARLY FROZE in my tracks when I went out to 
| lunch today. Since the sun was dazzling when I left 
home in the morning, I didn't wear a topcoat. I was 
a bit chilly, but I thought for sure that by noon Id 
be smothering. As usual, I was wrong. When it’s cold, 
| always manage to have something light on. When 
it's hot, I manage to wear my warmest number. Does 


anyone else have such trouble? 


WHY is it that when the boss gets to work ten minutes 
early—that's the day I’m ten minutes late? 

WHY am I always doing the opposite thing? When 
everyone else gets shoes at a sale and I rush madly 
down to the store—I come back with two pairs at 
the regular price. Why is it? Please tell me. 

WHY is it that, when I have on a brand-new pair of 
hose, I'm sure to get a run in it. But, when I’ve an 
old pair on that I’m trying to wear out, I could fall 
down the cellar steps with nary a snag. Why, I ask 
vou? 

WHY, when I change to an evening bag, do I always 
forget to put in my door key; and, when I change 
back to my handbag, I find I have forgotten to in- 
clude my glasses? Why, oh why? 

WHY, when I’m caught downtown in the rain, do I be- 
come miserly and refuse to spend the money to take 
a cab back to the office? Then I go into a store to 
wait for the rain to stop. And suddenly I find I’ve 
spent $6 or $7 on things I don’t need. Of course, by 
this time I’m late for work; and, since it’s usually 
still raining, | take a cab anyway—without even bat- 
ting an eyelash. 

WHY can't I break myself of the habit of sitting on 
my foot while typing? They didn’t teach that in my 
typing class; and it makes such a hump under the 
typewriter, besides making it difficult for me to 
rise, 

WHY is it that on an unusually busy day when I’ve 
worn my fingers to the bone typing, and I decide 
to relax just for a minute and tell the girls some- 
thing funny, the boss—the big boss himself—comes 
in and finds us giggling, with me the cause of it all? 
Hmmmmm? Why? 

AND WHY is it that, when my best beau calls up for 
an unexpected luncheon date, I always have on my 
oldest outfit and my driving gloves? 

WHY, oh why, oh why ! !! 











correction tape 


QUICK, CLEAN, 
NO MESS, 


NEAT 
NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need tor a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — tor corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-kKleen tape dispenser, are 
boxed in 1/6”, 2/6” 

and 5/6” widths. 









1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 


ad 





2. TYPE ON with a 


using the same carbon. No need to 
remove the master from the type- 


light touch, 


writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


eee eae eases ee ee ES eaeereeeeeeeece 


| AVERY ADHESIVE LABEL CORP. DIV. 152 


117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
| Offices in Other Principal Cities 


| Please send me samples of Avery Kum-Kieen Correction Tape 


608 S. Dearborn St., Chicago 5 








; My Name 








| Address 


| Company _ 








j City 


State 
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